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Robin L. Mayfield
1593 Kessler Drive
Boston, Massachusetts 75126
February 12, 2021
RE: JOB OFFER FOR SHANNON ALBRIGHT
Dear Sir,
I am writing to inform you that we have completed the recruitment process for the position of financial accountant and come up with a job offer for the chosen candidate. The selection committee has decided to hire Shannon Albright, who was the best qualified candidate for the position. The selection committee included me as the chairlady, Willie Wanton, a member of the accounting department and Bryce Hall of the HR department. Ms Albright was chosen from 10 applicants who were interviewed. Ms Albright needs to give a 2 week to her current place of work and we expect her to start her job here on February 19th. Sharon Albright has an accounting degree from Golden State University. She is also a certified public accountant (CPA). She has 5 years of experience and currently works at Carter & Company in Atlanta Georgia. I am positive that she is a valuable addition to our organization. Ms Albright’s responsibilities include complex accounting tasks, reviewing the work of junior accounting staff and training other accounting staff. She will also assist our Accountant IV in preparing fiscal year-end reports, analyzing financial reports and developing fiscal rules. 
Based on her qualifications, I set out to prepare a comprehensive job offer that includes a compensation package with a competitive pay rate and other benefits, an incentive plan and a benefits plan. Shannon can be categorized as an Accountant III. Accountants in this category have more than 4 years of experience and CPA certification. The salary for accountant III in Boston ranges from $82,827and $101,435. The median is $91,503 as of February this year (Salary.com, 2021). We are offering Shannon $92,545 as basic compensation. Based on the market data, we think this is a competitive rate that is slightly above the median for other accountants in this category. In addition to this pay rate, we will also offer her benefits such as medical and dental health plans, retirement benefits, paid life insurance, 10 paid holiday days plus vacation and sick leave, short term and long term disability coverage and an employer supplemented health savings account. She will also receive performance based incentives such as bonuses and opportunities for training and development. I believe this package is justified based on what her potential colleagues in Accountant II and Accountant IV categories make. Accountant IIs make $62,345 while Accountant IVs make $113,657. I believe her performance potential is quite high based on her qualification, experience and how she conducted herself during the interview process. This role needs to be urgent filled which also justifies the job offer. Lastly, the offer falls in line with our gender equity goals. 
Lucy Hale,
Department Head, Accounting. 



JOB OFFER FOR SHANNON ALBRIGHT
We are excited for you to join our family at Visier Accountants. We have come up with a competitive job offer that beats the market average just for you. You will be expected to start your job on February 19, 2021 and to briefly recap your responsibilities, you will be expected to; prepare special financial reports as requested, work with the Accountant IV in preparing fiscal year-end reports, provide administrative and financial support to the Agency’s housing programs, receives budgets, ensure budget accuracy, analyzing financial reports, reconciling accounts and developing fiscal rules, prepare, review and approve accounting transactions. You will be working at our main office in 160, Federal Street but may occasionally be needed to meet clients in different locations. These accounting transactions include; receipt and deposit of funds, disbursement of funds and intra-governmental transfers. In exchange for this, our compensation package is as follows. 
Basic Compensation 
Basic pay rate of $92,545
Overtime at $26 per hour for overtime above 25 hours in a month
Compensation for transport to clients
Benefits plan
Medical and dental health plans
Retirement benefits
Paid life insurance
10 paid holiday days plus vacation and sick leave
Short term and long term disability coverage
Employer supplemented health savings account
Voluntary cancer insurance
Dependent care spending account
Incentive plan
Substantial bonuses of up to 10% based on personal and company performance. 
Opportunities for training and development
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