
[Insert Date Here] 

[Insert the Name of the Recipient Here] 

Subject: [Insert Company Name Here] Job Offer 


	Text1: 
	0: [Insert Date Here]
	2: Dear [Mr. Jeremy Passion],
	3: Congratulations!
	1: 
	0: [Insert Company Name Here] Job Offer
	1: [Insert the Name of the Recipient Here]

	4: 
	1: [Optional: Mention other documents attached that need to be read and signed in here by the prospective employee.]
	2: Please find the attached comprehensive job offer letter. Take the time to read our job offer as it includes essential details about your employment in [Maximillum Corporation]. Please sign and email this letter to [hr@maximillumcorp.com] by [February 10, 2048]. 
	3: We are looking forward to hearing from you soon!
	0: 
	0: This is [Ruth Meddler] and I am pleased to extend the following job offer from [Maximillum Corporation]. We are deeply impressed with your background that you have been selected as the best candidate for the position. We strongly believe that with your skills, knowledge, and experience, you are the ideal fit for this job. 
	1: We are delighted to formally offer you the full-time position of [Executive Assistant] with a tentative start date of [March 10, 2020]. Your working schedule will be from [Monday to Friday] at [8 AM] to [4 PM]. You will be reporting directly to the [Chief Financial Officer] of the [finance department].  We will offer you an annual base salary of [$78,000] with competitive bonuses, compensation, and benefits. We will also offer you medical and insurance benefits and [18 vacation days] per year. We can further discuss our offers to you in person.



	Text2: 
	0: 
	0: Best regards,

	1: 
	0: 
	0: [Insert Complete Name Here]
	1: [Insert Job Title Here]
	2: [Insert Email Here]
	3: [Insert Contact Number Here]



	Text3: Job Offer Email


