Job Offer Letter Template 
 
[on letterhead]  
[date]  
 
International Students and Scholars Office 
Cal Poly Pomona 
3801 West Temple Ave. 
Pomona, CA 91768 
 
To Whom It May Concern: 
 
This letter is to confirm that the below named individual has been offered employment by our company. 
 
 
Student Name: __________________________________________________________________ 
 
Student’s Job Title: _______________________________________________________________ 
 
Student’s Job Duties (or a Job Description may be attached): _____________________________________________________________ 
 
________________________________________________________________________ 
 
Employment Start and End Date: ____/____/______ to ____/____/______ 
 
Number of Hours per Week: __________________  
 
Location of Employment: __________________________________________________ 
 
City: ______________________________ State: ___________Zip: ________________ 
 
For questions, I can be reached at [phone number]___________ or [email]______. 
 
Sincerely, 
 
 
[Signature] 
 
[Title]  

