
Sample Career Position Offer Letter for

Clerical and Allied Services (CX) 
Date
Name
Address

Dear 

As the successful candidate for the ___ [Working Title; Classification; Step] ___ position, I welcome you to the _____ [Department] _____ at the University of California, Riverside.

Your ____ [Percent Time] _____ appointment will begin on _____ [Date] _____. Your monthly salary will be _____ [$] _____. The terms and conditions of your employment are covered by the Clerical and Allied Services Contract.  An electronic version of this contract is available on the Human Resources Website (http://www.hr.ucr.edu).   

The offer of this position is conditional upon your being able to provide, in accordance with Federal law, evidence of authorization to work in the United States, the successful completion of a background check through the University's background check agency prior to your start date and a fingerprint check through the Department of Justice (DOJ) within the first few work days of your employment.
If you are assigned to perform substantial work under certain federal contracts/subcontracts during your employment with the University, the University will need to confirm your eligibility to work in the United States through E-Verify.

__[Name in your department]________ , in our department, can help you enroll in the UCR Staff Orientation and the Staff Benefits Orientation where you will be provided more information regarding this great University and the benefits of working at UCR!
If you are in agreement with the terms and conditions of this offer, please sign and return the enclosed copy of this letter.  Feel free to contact _____ [name/phone/email address] _____to discuss any questions you may have regarding employment at UCR. 
Sincerely,

Signature
I understand and accept the above conditions, and I accept this offer:

___________________________________

________________

Name






Date 

