Confirmation of Employment Letter

First Name Surname

Company

Address

Suburb, State, ZIP Code

Date

Dear [first name],

Thank you for joining the team. We look forward to a great future with you!

Further to our discussions regarding employment with ABC Group Pty. Ltd., I confirm our agreement as detailed below:

· You are employed on a casual basis, with work being allocated to you according to our needs and in line with your skills and experience. You will be paid at the rate of $[rate] per hour.  On-the-job training will be provided by us as required.

· Superannuation at the rate of 9% of your base wage will be paid into your preferred superannuation fund. Workers compensation insurance will be taken by us with [company name].

· Transport to and from our designated office is at your own expense. Travelling time to clients’ premises will be paid at your hourly rate.

· We require your presentation to be professional and in keeping with the standards expected of a professional services environment.

· Morning and afternoon teas are for a period of 15 minutes (paid). Lunch break is of 30 minutes duration.  

· It is not the intention of this business to work on weekends; however, if required, you may be asked to work weekends.

· You will be paid weekly. Payment will be made based on your weekly timesheet being submitted by Thursday afternoon at 4.00 p.m. If timesheet information is not provided by Thursday afternoon at 4.00 p.m., your pay will not be credited to your account until the following Friday (i.e. 8 days after the timesheet was due). Your pay will be directly credited to your bank account on Friday.

If you agree with the conditions of employment as stated above, please sign and return this letter of agreement.

Thanks, [first name]. If you have any questions or concerns at any time, please don’t hesitate to contact me. I look forward to an excellent working relationship.

Yours sincerely,

Name

Title

