
(LETTER OFFERING EMPLOYMENT – to non-union member, where a collective operates)
(company letterhead)
Dear 

OFFER OF EMPLOYMENT

I am pleased offer you employment as a [insert job title] on the terms and conditions set out in the attached employment agreement.  Also enclosed are your job description and our House Rules. 

Please take time to read these documents carefully, as they will form the basis of our employment relationship.  Please feel free to take advice, if you wish.  Do not hesitate to contact me if you have any questions or would like to discuss this offer. 
If you agree with the terms set out in the documents, please see me so that both of us can sign the employment agreement together, where after I will give you a photocopy for your records.
Please note that there is a collective agreement with the [insert name] Union, which agreement covers the type of work that you will be doing.  A copy is attached.  It is up to you whether you join the union.  If you do not join, only the employment agreement   will apply.  If you join the union, the collective agreement will also apply to you.  Where there is conflict between the agreements, the collective agreement will apply.

This offer expires 4 days from today. 

I look forward to welcoming you into [insert business/organisation name].

Yours sincerely
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