
<Date>

CONFIDENTIAL

 ASK Address "Name and Address?" \* MERGEFORMAT <Name and Address>
Dear  ASK Salutation "Salutation?" \* MERGEFORMAT <Salutation>
I am pleased to be able to offer you a temporary placement in the position of  ASK Position "Position?" \* MERGEFORMAT <position title>, located in the  ASK located "type in school/division or unit name" \* MERGEFORMAT <area> at the  ASK Campus "Campus?" \* MERGEFORMAT <enter campus name> Campus.  This appointment will commence  ASK Commencement "Commencement date?" \* MERGEFORMAT <starting date> on a full

 REF Fraction  \* MERGEFORMAT full time basis until  ASK End "Insert end date" \* MERGEFORMAT <finishing date> after which time you will return to your substantive position.

Your salary level on appointment will be $<enter level and $ amount>, which is step 1<enter step number> of the  ASK Classification "Classification range, eg HEO 4?" \* MERGEFORMAT <enter level>range.  The full-time salary range for this position is from $<step 1 salary> to <enter top step salary>.  Salary increments, where applicable are awarded annually, subject to satisfactory performance.

You will be responsible to  ASK PVC "Name and title of PVC or director or manager?" \* MERGEFORMAT <insert Divisional Manager/Director/Head of School>, through  ASK Supervisor "Name of supervisor?" \* MERGEFORMAT <line manager>. 

Please contact <local HR contact name>, as soon as possible to confirm acceptance of this temporary placement and return the documents marked with asterisk to them.  <enter HR contact name>, may be contacted on telephone <enter number>.

Yours sincerely

< ASK Signature "Sign off for person making offer. EDR must approve appointment to levels 10, E and above. EDR must also approve all non standard remuneration or conditions" \* MERGEFORMAT Name>
<Title>
cc
Personnel file


HR Officer - substantive area

Enclosures:

Position Description

Voicemail application*

Email account application and logon*

























































Put your School, Unit, Division name etc here (School of XXXX)


Adelaide


South Australia 5000





GPO Box 2471


Adelaide


South Australia 5001


Australia





t: +61 8 8302 XXXX


f: +61 8 8302 XXXX


e: xxx.xxx@unisa.edu.au





� HYPERLINK "http://www.unisa.edu.au" ��www.unisa.edu.au�
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