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HUMAN RESOURCES


[Date] 

[Candidate Name]
[Street Address]
[City, State, Zip code] 

Dear [Candidate Name]: 

We are pleased to offer you a temporary short-term position as [job title] at [Home Name]/Vermont Catholic Charities, Inc., expected to last from on or before [beginning date] to [ending date]. You will be reporting to [Name, Title]. 

As we discussed, your compensation will be $[wage] per hour. This position is regularly scheduled to work approximately [# of hours] hours a week. This position is nonexempt for purposes of federal wage and hour law, which means that you will be eligible for overtime pay for hours worked in excess of 40 in a given workweek. 

Under the terms of Vermont Catholic Charities’ benefit plans and policies, you will not be eligible for company benefits due to the short-term duration of your employment.
This job offer is contingent upon the following: satisfactory background checks, reference checks, proof of employment eligibility and identity as required by law. 

On your first day, you will be given an orientation. This orientation will include completing employment forms, reviewing benefits, introduction to management and touring the premises. Please bring appropriate documentation for the completion of your new-hire forms, including proof that you are presently eligible to work in the United States for I-9 Form purposes. Failure to provide appropriate documentation within three days of hire will result in immediate termination of employment in accordance with the terms of the Immigration Reform and Control Act. 

Please indicate your acceptance of our offer by signing below and returning one copy of the letter, with your signature, to me no later than [date 3 days]. If you have any questions about this offer, please contact me at [phone] or [email address].

We look forward to having you as part of our team and believe you will find this opportunity both challenging and rewarding. 

Sincerely, 

[Insert  name]
[Insert title]
[Insert Home name] 

Acceptance of Offer
I have read and understand the provisions of this offer of employment and I accept the above conditional job offer. I understand that my employment with [Home Name] / Vermont Catholic Charities, Inc. is considered “at-will,” meaning that either the company or I may terminate this employment relationship at any time with or without cause or notice.
This offer shall remain open until [date 3 days]. Any acceptance received after this date will be considered invalid. 
Signature: _______________________________ 

Date: ______________________
CC:
Payroll
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