Appointment Letter for Job Offer



Date


PERSONAL AND CONFIDENTIAL

Employee Name
Employee Address
Employee Community, Postal Code

Dear Employee Name:

Job Offer – Position # ##-##### - Position Title

I am pleased to offer you an appointment to the position of (title of target position) Trainee with the (Name of Department/Board/Agency) in (community).  This training position is for a (#) year term beginning (date) and ending (date).  You will be on probation for (6 or 12) months and your continued participation in the training position will be dependent upon successful completion of courses and learning objectives as scheduled in the training plan.  If you successfully complete the training program, you will be offered a permanent position as (title of target position) in (community).


The Government of the Northwest Territories is committed to providing you with suitable training, counselling and support to prepare you to enter and succeed in the target position.  By accepting this offer you agree that you:


						Sincerely,


						Designated Government Officer							           Position Title

Attachment

ACCEPTANCE OF APPOINTMENT

I accept the offer on the terms and conditions outlined.


Signature									Date
