30th April 2007.
Miss **************
**********************
**********************

*********************
Dear *****,

CONFIRMATION OF APPOINTMENT 

We refer to your offer of employment dated ******, we are pleased to inform you that your appointment with the company as ******** has been confirmed. This confirmation is based on your performance during the probation period, and our belief that going forward, your work performance will improve and you will continue to deliver the level of results expected from you.

Your confirmation is deemed to take effect from the **************. In the event that you choose to leave the company’s employment, after this period, you will be required to give a minimum notice period of one month or pay an equivalent of one month’s salary in lieu of notice. The company is also liable to do vice versa in the event that you are being relieved of your services to the company. 

Other conditions of employment, including changes in your job description if applicable and work targets will be passed across to you through your Unit Head.

Once again, congratulations and we hope you will surpass our expectations of you.

Yours truly,

For: **************************
******************
Head, Human Resources & Admin
30th April, ****
Mr. *****************
*********************
******************
*******************

Dear ************,

SUBJECT:
RECOMMENDATION AND PROMOTION LETTER

Upon satisfactory report in your appraisal, and based on our belief that you are able to discharge your duties commendably and also fitted into the **************** environment. I am delighted to convey to you Management’s decision to promote you to an ************* on Level ************** effective from ********************.

Let me congratulate you on this achievement, you have actually proven that you are worthy of the responsibilities reposed in you. Let me implore you further to be relentless in your future endeavours with the company. 

This offer is an appreciation of your performance to date and I hope it will make the desired positive impact on your output. Please keep doing your very best.

Yours faithfully

For: ************************

Head, Human Resources & admin
REMUNERATION;

Annual Salary; 

*****************
Monthly Salary; 
*******************
JOB DESCRIPTION;

LEVEL


- 
*************
JOB TITLE


- 
*************
DEPARTMENT

- 
****************
REPORTS TO 

- 
*************************
· Responsible for the preparation, editing and printing of proposals and engagement letters to clients.

· Assist in the preparation and editing of presentations to clients on hiring services products.

· Attending meetings and presentations, taking minutes and generating reports thereafter.

· Maintaining a database of all hiring services clients and updating reports on trends in *************** working relationship with them; Updating all data as might be required by the learning & development team for all necessary research and forecasts.

· Responsible for managing the relationship between ***************** & its clients; generating germane ideas and concepts on how to maintain our clients’ relationship and ensure ******************** is foremost on their minds when it comes to their HR needs.

· Developing and nurturing a network that will be of potential financial value to the company and also building up a pool / database of good candidates for future consideration through referrals.

· Participate in marketing of all hiring services’ products.

· Preparation of policy documents that stipulate the guidelines & procedures that pilots hiring of staff for our clients

· Preparation of forms and tools that will drive the recruitment process and ensure that proper documentation is done. Examples of these forms include; application forms, job interview / assessment forms, candidate specification forms, candidate information forms, etc.

· Responsible for scheduling candidates for interviews and would sometimes be required to sit in the interview as part of the panel

· Work with unit heads / team leaders to set up assessment centers & coordinate / supervise candidates at test centers.

· Setting up assessment tools that are reliable in selecting staff e.g. ability tests, personality tests etc and administering them for candidates.

ACKNOWLEDGEMENT

I acknowledge receipt of the above offer of employment and accept the terms and conditions contained therein.

Name:…………………………………
Signature…………………………….

Date:………………………..

5th July ***********
The ********
***************

***************

**************
Attention: *********************,        

Dear Sir,

 PRIOR EMPLOYER’S REFERENCE FOR ****************. 
We are in the process of completing our statutory employment reference check on our staff.

Mr. *************** is one of our staff, and he is the team leader of our ***************** team. As his previous employer, we require you to fill the attached reference form to enable us complete this exercise. 

Please be assured that any information supplied to us will be treated with the strictest confidence.

Thank you. 

Yours Sincerely,

For *****************
******************
Human Resource Manager

