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By Jane Smith Updated March 15, 2018 Congratulations! You've been interviewed and completed a background check before your job. Right in front of you sits your job offer letter. Just enjoy the moment. You deserved it. Your title should be on the menu, what duties you will perform, what day you will start, and the name and title of your supervisor. Make sure it matches any verbal offer you received
during the interview. If not, don't accept the offer until you've clarified everything. CEO Arnie Fertig, founder of Jobhuntercoach advises if it's not on the letter offer, it didn't happen. Consider the details: Does work require training time? When and where do you report for training? Will you be paid for training? If your training period does not include salary, can you afford to take a job? If your unpaid training
time exceeds your savings, you may want to reconsider working for this company. Check compensation: Make sure that what you were offered in the interview corresponds to what is stated in the letter. Check out the benefits and make sure they suit your needs. If your interviewer has promised a signing bonus, the offer letter should indicate the amount in dollars and what date you will receive. Obtaining
this in writing will now protect your rights if the employer does not comply. Negotiate and resolve any discrepancies: Once you accept, the terms become a legal contract. Make sure that you and your employer agree on your salary or salary, benefits, hours and obligations. Reformulate the title of the job, duties and start date: Thank you letter writer and interviewers. Many job seekers don't thank you,
although nearly 80 percent of HR managers surveyed by Accounttemps in 2017 said thank you helps them decide who to hire. If you forgot to send a thank you note after the interview, please provide one when you accept the job offer. Use this format when something is missing from the job menu letter. Resolve these details before accepting them, especially if you have other job offers pending. Thank you
for offering me the position of donor relief coordinator. I look forward to working with you, and with sales and marketing manager, Joanne Beiderman. Work from 8 a.m. to 5 p.m. provides a welcome change from the second shift. I noticed two items missing from the letter menu, though. When we spoke at the interview, you said there was a signing bonus, and Joanne mentioned paid training. I believe the
signing bonus was $1,500 to be paid after 90 days. I would also clarify the training wages before I take them. This format allows conditional admission and initiation of negotiations without offending the person offering you the position. I am proud to join the solar team this Monday as a sales representative. I appreciate the opportunity to expand my knowledge of products and improve my skills in this
emerging field. $13 an hour training wage with the transition to full pay after the third week sound cool. I options instead of an annual 2% bonus. Let me know if this option works for you. Sometimes work requirements have hidden costs that reduce the value of your pay offer. What sounds acceptable on the surface may be a few thousand dollars lower than you thought. When writing your refusal, indicate
that you are open to negotiations. Specify what circumstances would allow you to hire so that your recruiter or hr manager knows where to start. I regretfully decline the offer to serve as income coordinator for the Kentuckian Family Service Center. I consulted with my insurance company about the requirement to transport clients. They quoted $2,000 a year more than I pay. This basically reduces your salary
offer to $21,000 a year. If your budget allows it, I'm open to negotiations. Congratulations! They offered you the job you want. But don't relax yet. Even if you have already accepted the offer over the phone, you still need to send a business letter to officially accept this position. This letter is an opportunity for you to strengthen your professionalism, thank those who have helped you, and confirm the details
regarding compensation and that all-important first day. Your acceptance letter also needs to be formatted correctly and be error-free because your new employer will most likely have it in your personal file. In today's world of email, PDA and mobile phones, writing and sending letter acceptance when you've been offered a job may seem passé. Yet accepting a letter is still one of the best ways to formally
accept a job offer, strengthen your professionalism and remind your future employer why it offered you a position in the first place. Even if the company offered you a job over the phone, sending a letter accepting the job is a professional courtesy. You can use the latest technology to send an acceptance letter, but it should still contain all the standard information you would include if you were offered a job
20 years ago. Specifically, you should start by stating that you have decided to accept the position, and then outline the details of the work (salary, benefits, schedule and start date). This is especially important if any aspect of the original offer was unclear. Having details in writing can help avoid future questions about pay, benefits or other work specifications. Try to send a letter to your recruitment manager
as soon as the offer is made, especially if you originally confirm your receipt over the phone. Putting off too long could cause your new employer to think you're not interested and could switch to the next candidate. Some employers will save you the effort of writing your own acceptance letter by sending an offer letter and/or employment contract. This standard letter will cover the details of your job offer.
You're going to have to sign it downstairs and give it back. Before signing, carefully read the letter to make sure that you agree to the terms and conditions. If there are any confusing items, call your recruitment or human resources manager for an explanation. On the next page you will learn all the ingredients that go into an effective, professional adoption work letter. Leslie Bloom Updated September 24,
2018 You signed up, got an interview and got a job. Now what? If you decide to accept this position, it is polite to write a thank-you note for the job offer. You start on your right foot in your new job by extending this gracious and professional gesture to your new employer. The thank you note for the job offer is for the recruitment manager or the person who hired you. It should express your appreciation for
the opportunity and your excitement about joining the team. If you decide to write a thank-you email for a job offer instead of a handwritten letter, the same techniques apply. Thank you to the recruitment manager, and others you have met, for the time and effort into your recruitment. They reviewed the résumés of several candidates and held many interviews before narrowing the selection down to you.
You should always show your appreciation for being chosen for the position. Your thank-you note should include the name of the position you have accepted. I would like to formally thank you and Mr. Doe for meeting me and expanding your offer to join your company as compliance manager. I wanted to thank you for offering me a marketing assistant position at XYZ. You want the hiring manager to know
that you're excited to start a new job. Keep exclamation points in check, but express your enthusiasm in a way that is comfortable for you. I can't wait to be part of your team. I've heard so many amazing things about it and I'm happy to join the company. Thank you very much for the opportunity. It's such an honor to be chosen for this position. I have always had great respect for the work the company does
and I look forward to starting. Confirming the start date and job details can help ensure that everyone is on the same page. Provide details such as salary and benefits to make sure there is no change. As discussed, my starting salary is $55,000 plus health insurance benefits after a 30-day job. I'll see you Monday at 9:.m. I look forward to joining the team on our agreed start date of October 1st. I'm
confirming my starting salary of $70,000, with two weeks of paid leave. You should also confirm all tasks to be completed before the start date. I'm sure I can get you new employee papers before the start date. I'll fill out the medical and insurance forms, as you requested. Even if you have already demonstrated yourself during the interview, remind the recruitment manager that you are a valuable addition to
the company. It may strengthen her that she has made the right choice in accepting you. I look forward to putting my experience, skills and network of contacts on the ABC Company to help build on its Reputation. With my years of experience in this industry, I am confident that I can help your company expand. I'm looking forward to it. When closing a thank-you note for a job offer, remind the recruitment
manager that they can contact you for everything they need before you start. Sign with another thank you. You.
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