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DAY, MONTH, YEAR
NAME
ADDRESS

CITY, STATE ZIP

Dear NAME: 
Our interview panel was impressed with your credentials, experience, and professionalism.  We trust that you not only possess the skills needed by the City of Orem’s Fleet Division of the Public Works Department but that you also demonstrate the values, judgment, integrity and customer service skills which will assist you to be an effective member of the City’s staff.  Accordingly, I am very pleased to offer you the full-time position of Fleet Mechanic for the City of Orem. This position is classified as a non-exempt position in accordance with the Fair Labor Standards Act.  You will be required to satisfactorily complete a 6 month “at-will” probation period.   

The salary for this position is $XX.XX per hour or $X,XXX monthly  ($XX,XXX annually). Future increases will be based upon the City’s compensation plan and budget. As a non-exempt employee, you will be compensated in accordance with the Fair Labor Standards Act.   Overtime or compensation time hours must be pre-authorized by your supervisor.
You will be provided with the City’s Employee Handbook to read.  The handbook, which is not a contract, outlines employee responsibilities, probationary periods, leave benefits and other information pertinent to successful employment with the City of Orem.  The City offers you a comprehensive package of retirement, life insurance, disability insurance, health insurance and dental insurance programs, which you may enroll in. Please be aware that the City of Orem does not participate in social security, so social security taxes will not be withheld from wages earned while you are employed by the City.  Because the City of Orem does not participate in social security the “Windfall Elimination Provision” of the Social Security Act may apply to your situation. 
This offer is subject to successful completion of an alcohol/drug screening test, a criminal background check, proof of a valid Utah driver’s license and proof of authorization to work in the United States. We anticipate your employment with the City of Orem will begin on DAY, MONTH, YEAR.
We are very pleased to make this offer and believe you will be a valuable asset to the Fleet Division and a substantial contributor to the high quality of services within the City.
Sincerely,

DIRECTOR


Acceptance by:

NAME





Date
cc: Human Resources Division
City of Orem, 56 North State Street, Orem, UT  84057
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