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PRIVATE AND CONFIDENTIAL

	Job Offer Letter
White Cube Consulting - Template

	GUIDANCE NOTE: Complete all fields highlighted in [square brackets] before sending. Review the conditional clauses marked with * and remove any that do not apply. This letter should be accompanied by a draft contract of employment. Obtain legal or HR advice before sending if you have any questions about the terms being offered.

	Date:
	 

	Candidate Name:
	 

	Candidate Address:
	 

	 
	 

	 
	 



Dear [Candidate First Name],
Offer of Employment
I am delighted to offer you the position of [Job Title] at [Organisation Name], subject to the conditions set out below. This offer is made subject to contract and the conditions outlined in this letter. We were impressed with your performance throughout the selection process and believe you will make a valuable contribution to the team. We look forward to welcoming you.
▪ Terms of the Offer
	Job Title
	

	Department / Team
	

	Reporting to
	

	Place of Work
	

	Start Date
	

	Salary
	

	Benefits
	

	Hours of Work
	

	Annual Leave Entitlement
	

	Flexible Working Arrangements
	

	Probation Period
	





▪ Conditions of This Offer
This offer is conditional upon the satisfactory completion of each of the following:
-  Your continued eligibility to work in the UK up to and including your start date.
-  Receipt of satisfactory references from your previous employer(s). References may be obtained verbally or in writing.
-  Confirmation of your right to work in the United Kingdom.
-  Satisfactory completion of any pre-employment checks required for this role, including [insert as applicable: occupational health assessment / professional qualification verification].
-  Employment cannot commence until satisfactory right to work checks have been completed in accordance with UK immigration legislation.
-  If we do not hear from you by [Enter date], the offer may be withdrawn.
▪ Probationary Period
Your employment will be subject to a probationary period of [X months], during which your performance, conduct and suitability for the role will be reviewed.
▪ Data Protection
Any personal information collected during the recruitment process will be processed in accordance with the organisation’s data protection obligations.
▪ Next Steps
Please confirm your acceptance of this offer by signing and returning the enclosed copy of this letter by [insert date]. A copy of your contract of employment is enclosed for your review.
If you have any questions about the terms of this offer or the role, please do not hesitate to contact [Name] on [telephone number] or [email address].
We are delighted to offer you this opportunity and look forward to you joining the team.
Yours sincerely,
	Name
	

	Job Title
	

	Date
	


▪ Acceptance of Offer
I confirm that I accept the offer of employment described in this letter on the terms set out above.
	Signed
	

	Full Name
	

	Date
	



White Cube Consulting Limited  |  HR, Training and Recruitment Consultancy
431 Union Street, The Capitol, Aberdeen, AB11 6DA  |  01224 531524  |  hello@whitecubeconsulting.com  |  www.whitecubeconsulting.com
image1.png




