
(Date)
(Name)
(Address)
(City, State, Zip)
Dear (Name):

We are pleased offer you a position with our community.  The details of the offer follow:

· Rate of pay:

· Schedule (Days of the week and times) which is subject to change:

· Beginning Date:
· Ending Date:

· Direct Supervisor:

· Contact information for emergencies:

Our payroll system is direct deposit, and we pay every other week. We will need a canceled check from you in order to set up the payroll direct deposit the first time. The first payroll you work for us you may receive a printed check while the payroll system awaits a confirmation from your bank account that we have successfully set-up your direct deposit.   

We will provide a job description and time sheets.  The time sheets are to be completed each day you work, and there will be certain other important policies we will ask you to comply with.

Your role is very important to providing excellent customer service to our residents and you will be a key member of our team.  Please make sure you report to work timely, and if for any reason you should need a schedule change, please let your supervisor know as far in advance as possible. If you should have to be out of work, contact your supervisor and if you must leave a voice mail, call alternative numbers (such as that person’s supervisor) until you reach a “live” person.  We hope you will enjoy your work and this company, but if your circumstances should change, we ask that you give a minimum 2-week notice when you plan to leave our employment.

We look forward to working with you, and wish you the best success.

Sincerely,

Community Manager

