[Company Name]
[Company Address]
[City, State, ZIP Code]

Date: [Date]

Subject: Appointment Letter for the Position of [Job Title]

Dear [Candidate Name],

We are pleased to offer you the position of [Job Title] at [Company Name]. On behalf of the entire
team, we welcome you to our organization and look forward to your valuable contribution.

Terms of Employment:

Joining Date: [Joining Date]

Location: [Work Location]

Salary: [Salary Details]

Probation Period: [Duration of Probation, if any]

Customized Job Description:

¢ Assist the [Department] team in executing daily tasks and assigned projects under supervision.
¢ Participate in onboarding training modules to understand company processes and workflow.
Work closely with assigned mentors and proactively seek guidance to enhance your learning
experience.

Carry out research, analysis, and documentation work as per project requirements.

Prepare regular progress reports and present your findings to your team leader.

Collaborate with cross-functional teams to understand end-to-end business operations.
Maintain professional conduct and adhere to company policies at all times.

Growth Opportunities: At [Company Name], we believe in fostering your professional growth. You
will be provided ongoing training programs, mentorship support, and regular performance feedback to
help you develop essential skills for your career progression within the organization.

Please confirm your acceptance of this offer by signing and returning the duplicate copy of this letter
by [Acceptance Deadline].

We are excited to welcome you on board and are confident that your fresh ideas and enthusiasm will
add immense value to our team.

Should you require further clarification, please feel free to reach out at [HR Email] or [HR Phone
Number].

Yours sincerely,

[HR Name]
[HR Designation]
[Company Name]
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