Date
Name 
Address

Dear Name: 

We are pleased to offer you the position of Role at Name of Parish. You will be reporting to Name, Pastor/Administrator and your start date is scheduled for Date. 
This is a part-time/full-time, nonexempt position eligible for overtime pay after 40 hours in a workweek. This position is regularly scheduled to work # hours a week. We are offering you a starting hourly wage of $ Amount per hour, paid biweekly. This position is non-benefit eligible for part-time or benefit eligible for full-time 35 hours or more per week.
In addition, your compensation package includes the following options: 

· Include Vacation time if applicable – Example:  Vacation time is 2 weeks per year.
· Discretionary paid time off is 5 days per year.
This job offer is contingent upon the following: satisfactory background check, reference check, 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, 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. If you have any questions about this offer, please contact me at Phone Number and 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, 

Signature
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 Name of Parish 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.

Signature: _______________________________ 

Date: ______________________

CC:
Payroll


Personnel File

