


Private & Confidential
Date: [DD/MM/YYYY]
Ref No.: [Reference Number, if applicable]

To:
Mr./Ms. [Full Name]
[City, Country]
[Contact number]
[Email Address]

Subject: Offer of Employment – [Job Title]

Dear Mr./Ms. [Full Name],

We are pleased to extend this formal offer of employment for the position of [Job Title] with [Company Name] (the “Company”), located in [City, Emirate], United Arab Emirates. This offer is made based on your qualifications, experience, and the successful completion of our selection process. The terms and conditions of your employment are as follows:

1. Position & Reporting
You will be appointed as [Job Title], reporting directly to [Reporting Manager’s Name], [Designation] or to any other person as designated by the Company. Your role and responsibilities will be aligned with the job description provided and may evolve in accordance with business needs.

2. Commencement of Employment
Your anticipated joining date is [DD/MM/YYYY]. Please note this date is subject to successful visa processing and completion of all required formalities under UAE Labour Law.


3. Place of Work
Your primary work location will be [Office Address or City], United Arab Emirates. However, you may be required to work or travel within or outside the UAE as per business requirements.

4. Salary & Compensation
Your gross monthly compensation will be AED [Total Amount], structured as follows:
· Basic Salary: AED [Amount]
· Housing Allowance: AED [Amount]
· Transport Allowance: AED [Amount]
· Other Fixed Allowances: AED [Amount]
· Total Gross Salary: AED [Total Amount] (per calendar month)
This amount is all-inclusive and covers all entitlements including any allowances unless otherwise specified in writing.

5. Benefits & Entitlements
You will be eligible for the following benefits in accordance with Federal Decree Law No. 33 of 2021 and its amendments, and as per Company policy:
· Annual Leave: 30 calendar days of paid annual leave upon completion of one year of continuous service.
· Medical Insurance: Provided in accordance with UAE law and company policy.
· End of Service Benefits: As per the provisions of the UAE Labour Law.
· Air Ticket/Leave Travel Allowance: [If applicable, specify details or mention “As per company policy”].

6. Working Hours
The official working hours are [Start Time] to [End Time], from Monday to friday, with [X] hours per day, with breaks as permitted by law.




7. Probation Period
You will undergo a probationary period of [Up to 6 months] from the date of joining. During this period, your performance will be evaluated. Either party may terminate the employment during this period by giving 14 days’ written notice or payment in lieu, in accordance with UAE Labour Law.

8. Termination & Notice Period
Upon successful completion of the probationary period, either party may terminate this contract by giving [30/60/90] days’ written notice or payment in lieu thereof, as per the terms outlined in the UAE Labour Law and company policies.

9. Confidentiality & Non-Disclosure
You shall maintain strict confidentiality with respect to all Company information, data, intellectual property, client details, and trade secrets both during and after your employment. A separate NDA may be issued for signature.

10. Employment Visa & Legal Formalities
This offer is subject to the successful processing of your employment visa, Emirates ID, and labour contract under the UAE Ministry of Human Resources and Emiratisation (MOHRE). Employment is contingent upon successful completion of all legal and onboarding formalities.

11. Company Policies & Code of Conduct
You are expected to comply with all company rules, code of conduct, ethics, and HR policies, which may be amended from time to time. A full copy will be shared upon onboarding.






12. Entire Agreement
This offer letter supersedes any prior discussions or correspondence and shall form the basis of your formal employment contract, to be signed upon completion of immigration formalities.

Kindly confirm your acceptance of this offer by signing and returning a scanned copy of this letter by [Deadline Date]. We are confident that your contribution will add great value to our organization, and we look forward to welcoming you on board.

Should you have any queries, please feel free to reach out.

Yours sincerely,


[Authorized Signatory’s Full Name]
[Designation]
[Official Stamp if applicable]


Employee Acknowledgement & Acceptance

I, Mr./Ms. [Employee Full Name], hereby acknowledge and accept the terms of employment stated above.

Signature: _______________________

Date: _______________________

