Job Verification Letter Sample

Mr. Jeremy Bethany,
Human Resource Manager,
Summit Enterprises,
36 Clinton Street Concord, 
NH 03301

Dear Mrs. Emily Hutchinson,
RE: Job Verification Letter

This is to verify that Mrs. Joanne Robinson is and has been a member of our workforce for eight years now. She joined us in July 2012 and has consistently worked for us in the position of Production Assistant.
Her contract is due to end in July 2022 (2-years’ time), which is nonetheless subject to renewal. She is entitled to a gross annual pay of $96,000 and a host of benefits that add up to $12,000 per annum.
Any assistance that is accorded to her will be highly appreciated. Kindly reach us on the phone via (800) 852-3345 in case of the need for any further information and clarification.

Sincerely,
Mr. Jeremy Bethany,
Human Resource Manager – Summit Enterprises


