Sample Offer of Employment Letter:
To,
Darwin Paul
House Number 65, Main Lavender Street
Win Apartments
Birmingham
UK
22nd May 2014
Subject: Offer of employment letter
Dear Darwin,
I am writing this letter on behalf of the HR team of Sunrise Enterprises Limited. We are pleased to offer you the post of a sales executive at our company. We would like to inform you that after a careful review of your interview, resume and interest, the Board of Directors were impressed to see your sales skills and potencies and therefore decided to appoint you for the said post.
With this employment offer letter, we would like to first of all congratulate you on your selection. The skills that you possess and the experiences that you hold are some of the positive aspects that led to your selection. At the post of a sales executive of Sunrise Enterprises Limited, we expect you to work with utmost dedication and sincerity and hence contribute effectively towards the growth of the sales department.  Further details of the job including salary are mentioned in the enclosed documents.
You are requested to kindly send us a confirmation letter of your offer acceptance latest by 1st June 2014. For any kind of queries or information, please feel free to contact on 40394993.
Thanking you.
Sincerely,
Ronald Fred
HR Manager
Sunrise Enterprises Limited

