Please note:
This template is designed as a guide and starting point for creating a bespoke document tailored to your club. It is not intended to be a complete or exhaustive list. Feel free to edit, remove, or add content as appropriate for your club’s specific needs.
For further advice, contact: clubdevelopment@swimming.org

Template 6.1 – Example Job Offer Letter 
[Successful candidate’s full name]
[Successful candidate’s address]
[Date]

Dear [Candidate’s first name],
We are delighted to offer you the position of [Job Title] with [Club/Organisation name]. The role will begin on [start date], with a salary of [amount] per year.
You will find your main terms and conditions of employment in the attached written statement (contract). Please take some time to read this, as it sets out the important details of your role.
This is a [permanent / fixed-term / temporary / temporary maternity cover] position, and you will report to [Manager’s name]. As discussed during your [interview/meeting], the role is subject to the usual pre-employment checks, as well as a probationary period of [length, e.g. 3 or 6 months].
If you have any questions at all, please don’t hesitate to get in touch with me on [telephone number] or [email address].
To accept the offer, please sign this letter and the attached written statement and return them to us at [insert details].
We’re really looking forward to welcoming you to the club and working with you.

With best wishes,
[Name]
[Role/Position]
[Club/Organisation name]

Candidate Acceptance
I confirm that I accept the job offer set out in this letter.
Signed: ____________________________
Name (print): _______________________
Date: _____________________________
