Sample Job Offer Letter for university employers
Company Letterhead
with name and address of employer
February 17, 2016
[Student Name] 
Western New England University
1215 Wilbraham Road
Springfield, MA 01119
Dear [Student Name],
We are very pleased to offer you position as [job title] in [office or department]. Please find the following confirmation of the specifics regarding of your internship:
Start Date:
[insert start date here]
Number of Work Hours Per Week: [insert hours here]
Salary/Stipend/Benefits: [insert salary here]
Supervisor’s name and address: [insert supervisor’s name, title, phone number, address
Job Duties: [list job duties here]
Should you have any questions concerning the specifics of this job offer please contact me.

Sincerely,
Sign document here
[insert name and title]
