OFFER OF EMPLOYMENT

AWARD EMPLOYEE

…………………………….

 
[Date]

…………………………….

…………………………….

…………………………….

[insert name and full mailing address of new employee] 



PRIVATE AND CONFIDENTIAL

Dear …………………………………….  [name of employee]

RE: Your employment with ……………………………………………. 
[name of company/business]
I am pleased to inform you that you have been successful in your application for employment with  ………………………………………….. [name of company/business]

This letter and the attached employment contract sets out the terms and conditions under which you are offered employment with……………………………… . [name of company/business]
Your position description can be found attached to the Employment Contract.  Please remember that this is a general statement and is not meant to be an exhaustive list of your duties.

Also enclosed is a copy of the Fair Work Information Statement.

Please read this letter and the contract carefully, and seek professional advice if you are unsure about anything.

If this letter and the enclosed documents do not cover all the matters discussed with you during the interview process, please let us know immediately.

You will be employed as a …………………………… [insert job title] and you will be classified as ……………………………………….[insert classification] for the purposes of the award.

You will be employed on the basis that the initial period of [insert here the length of the probationary period, say three months, or other period that may be specified in the contract remembering that the period must be reasonable] will be a probationary period. 

Your continued employment with …………………………….. [name of company/business] depends upon your successful completion of the probationary period. 

A performance review will be held shortly before completion of the probationary period.  

You will report to ……………………………………………………………

[insert the name and title of the employee’s manager/supervisor].

If you are happy with this offer, please sign the attached copy of this letter where indicated and return it to us by ………………………………  [insert date] 

Please also sign the copy of the position description and return it with the signed copy of this letter by ………………………..….. [insert date].

You should keep this letter, the contract and job description for your records. 

Until the copy of this letter has been signed and sent to us, you will be taken not to have accepted this offer of employment. 

If you accept the offer, your first day of work will be ……………………[insert date]
On arrival, please report to ……………….  [insert name] at ………………..[insert time]
Please bring with you:

· a copy of your qualifications (if applicable);

· proof of identity (e.g. copy of your birth certificate.) 
· proof of right to work in Australia (passport and work visa) [If the employee is not an Australian citizen];

· your driver’s licence [if position involves the use of motor vehicles]; 

· your tax file number and details of your superannuation scheme, if you have one; and

· your bank details. 

Yours sincerely

…………………………………………………………..

[signature of relevant officer]

_____________________________________________________________________

ACCEPTANCE OF OFFER OF EMPLOYMENT

I have read, understand and accept the terms and conditions of the offer of employment as

…………………………….……………….. [insert title of position] as set out above.

Dated this ………… day of ………………………….………..

[day] [month] [year]

Signed: ……………………………………….
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