Appointment Letter with Detailed Job Description Sample

An appointment letter with detailed job description sample serves as a formal document provided by an employer to a new employee,
outlining the terms of employment clearly. It includes the employee's designation, roles, responsibilities, reporting structure, salary details, and other
conditions of employment, ensuring clarity and mutual understanding between both parties. This sample helps organizations standardize their hiring
process by offering a comprehensive template that specifies job expectations and legal employment terns, ultimately aiding in smooth onboarding
and reducing potential disputes.

Sample Appointment Letter

[Company Letterhead]
Date: [Date]

To,
[Employee Name]
[Employee Address]

Subject: Appomtment for the Position of [Job Title]
Dear [Employee Name],

We are pleased to offer you the position of [Job Title] at [Company Name], effective from [Start Date]. This appointment is based on the
following terns and conditions:

Designation: [Job Title]
Department: [Department Name]
Reporting To: [Supervisor/Manager Name and Designation]
Job Location: [Office Location]
Salary and Benefits:
o Gross Salary: [Amount] per [Month/Year]
o Other Benefits: [List other benefits, e.g., medical insurance, allowances]
‘Working Hours: [Working Days and Hours]
Probation Period: [Duration, if applicable]
8. Leave Policy: [Brief about leave entitlement]

SAESI A

=N o

Detailed Job Description

¢ Carry out all responsibilities assigned to the role of [Job Title] in [Department].
o Specifically, you will be responsible for:
o [Responsibility 1]
o [Responsibility 2]
o [Responsibility 3]
¢ Adhere to all company policies and procedures.
¢ Participate actively in meetings, training sessions, and professional development as required.
¢ Any other duties as may be reasonably assigned by the management from time to time.

9. Confidentiality: You are expected to maintain the confidentiality of all company information during and after your employment.
10. Termination: Your employment may be terminated by either party with [Notice Period] notice, as per company policy.
11. Other Conditions: [Any other relevant terms and conditions]

Please signify your acceptance of this offer by signing and returning a copy of this letter.
We look forward to your valuable contribution to [Company Name].

Sincerely,

[Authorised Signatory Name]
[Designation]

[Company Name]

Employee Signature
Date:
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