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Job offer response email template

Emal subject lina: [Cempany_nama]Job Offer / Job Ofiar from [Company_nama]
Deear [Canddale_name],

Waware all very excited to meet and get fo know you ovor e pastiew days. We have baen
Impressed with your backgrownd and would like fo formaly offer you the position of [ Job._tife]

This s a [fultpar] Sme position [mention working days and hours,] You will be reporting bothe
head of the | Department_name] departmant. [ apoicable: Pirase nole that [Company namael
is an arwill employer. Thal means thai either you of [Company_name] ane ree lo end the
amploymant refationship af any tme, with or withowt notice or cause.|

Woawill ba offeding you an amual gross salary of | $%] and [mention bonus progams, if
applicabie] You will also have [mention benafits as per company pofcy, e health and
ingwrance plan, corporate mobde or Favel expenses] and [X] days of paid vacation por yoar,
[optional: | am attaching a lefler with more detals aboul your compensaton plan ]

Your expocted starting date & [dare] You will be asked 1o sign a cordract of [coniract_ durafion,
o appiicable] and [mention agreemants, ke confidentiality, nondsclosure and noncompels] at
tha baginning of your amplcyment

Weawould like to have your resporse by [data] b the meantime, peasa feal frea to contact ma
or [Manager_name via email or phong on [provide contac! dotaik], shoud you have any
quesiions,

Wears all lnohing onwand 10 having you on car taam.

Blest regards,

[your name

[Sgnaturo]

e

Mame

Addres
Dear Ms Enwily,

| #exzl pleased and gratefid w0 wote this letier and accepi the great opporumity that you have offered me.
| am cager to poin this wonderful company XY 2 Linaied as an ‘assistant sales manager® and raise my

curve | look forward o geining eyperiesce and vanoes skills. | ensure thad 1 will put m the
bazst of my efforts ond wossbd try 8o vabaably contribute 1o this company. [ thank you for proveding me a
chamce in prove neysell as well os to provide a disecison fo my career pais

| harve read sxed | agree o all the contreciual termns 2md clouses. | am sessding you the signed coniraci
with this letter. As disossed, | will be jowmmg om the 1™ of November 2008 Let me know of you seed
any furdeer docunsents or ndormation.

Taunk you again dor the odfer and consideminon

Regands,

Jarees Wilsie

wiordawd gltempdates com



Accepting a Job Offer

From.

Date

o,

Dear - |[HR/Manager Name|

[ am wrniting to you as | am pleased to accept the [title of the job] with the
[company name]. 1 look forward 1o startiing work trom the [join date].
Furthermore, I have completed all the employee fonmalities such as tests

and the required paper works for new employees.

If there are any additional requirements and concerns to address, please
contact me at any time.

[ ook forward to seeing you agan on [date ol joimng]|.
Sincerely,

Name
Best Levren

Template

Use the job offer acceptance email template below to eat: Job offer acceptance email template Subject line: [*Your name* - Acceptance of the job offer] Dear [name], Thank you for your [job] offer on [company name]. Thank you again, and I wish you and [company name] the best for the future. How long should I wait before taking a job? I am very
grateful for the opportunities, guidance and continued support they have given me. If you say there is any flexibility, explain to them how its value - its experience, p skills and knowledge - justifies this higher salt. Enter one of our monthly p to win vouchers, cash prizes and more! From student writing contests to vlog contests on YouTube. So, when
writing your job offer acceptance email or your job acceptance letter, be sure to use the appropriate language (no spelling), approach the Hire Manager directly and use a spelling check to ensure proper spelling and grammar. A A formal acceptance of a job offer that is poorly written and full of errors A will give your new employer the best
impression. Now you don't know how to accept a job offer, apply for ® jobs! If there is any additional information, or paperwork you do not need me to fill out before then, please let me know. Will I be forced to work outside of these hours? Scroll down to learn more about negotiating your job offer. I will be able to eat working on [Date of birth].
Accepting a Job Offer - 3Next Steps After you haven A tverbally and formally accepted a Job Offer, finalized all the details and delivered your notice, heA Receiving an offer of employment -&, the first stage the question of how to accept a job offer begins with what to do when you are the first first ed atrefo amu raicogen omoC .lanoicidnoc edadrebil
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thank you very much for the opportunity, and I look forward to working with you. More career blogs for graduates The search process by Undergraduate Jobs does not end as soon as you received an offer. If you want the work, but it is dissatisfied with some of the terms of the offer, it may be that you spend some time negotiating at this stage before
accepting the job offer. What benefits are you included in the package? As discussed, my initial salary will be [agreed initial salary], rising to [increased salary] after a 3-month period of success. months.
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