
	[XYZ COMPANY]
[Company address]
[Phone | Email | Website]
JOB OFFER LETTER
No: …/20…
Dear [Candidate’s full name]
Address: [Candidate’s address]
Email: [Candidate’s email]
Phone: [Candidate’s phone number]
First of all, XYZ Company would like to sincerely thank you for your interest and participation in our recruitment process.
Based on the results of your interview, we are pleased to inform you that:
We are offering you the position of [Job Title] at XYZ Company with the following main terms:
1. Job Title: [Job Title/Position]
2. Department: [Department name]
3. Working Hours: [Full-time/Part-time/Other]
4. Salary: [PHP Amount/month] (Excluding/Including social insurance, personal income tax)
· Allowances (if applicable): [List of allowances, e.g., transportation, phone, lunch, etc.]
· Bonus, commission (if applicable): [Bonus policy, KPIs, etc.]
5. Other Benefits: [SSS, PhilHealth, 12 days of annual leave, training policy, etc.]
6. Proposed Start Date: [Date/Month/Year]
7. Work Location: [Main office/Branch, etc.]
Please confirm your acceptance of this Job Offer by:
· Signing the hard copy and sending it back to us before [Date/Month/Year] or
· Responding to this email with “Agree” and attaching the signed Job Offer letter (scanned copy) if you cannot attend in person.
If you have any questions, please contact:
· [Responsible Person’s Name] – HR department, Phone: ___________, Email: ___________
We look forward to receiving your response and are excited to welcome you to the XYZ team.
Sincerely,
 [Signature of the Board of Directors/HR Head]
 [Full Name, Position, Stamp (if required)]
 Date Signed:___/___/20___

CANDIDATE’S CONFIRMATION
I am [Full Name], confirm (agree/disagree) with the terms in this Job Offer letter.
Signature: _____________________ Date: ___/___/20___



