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Stamford Museum
& Nature Center




Date
Name
Address

Address

Dear Name:
On behalf of the Stamford Museum & Nature Center, I am pleased to offer you the full-time position of Job Title  at an annualized salary of $xx,000.00, payable as earned on a bi-weekly basis at the rate of $xxxxx, with an effective start date of Monday, Date, reporting to me. This offer is contingent on the satisfactory results of our background check process. 

Your work-week will consist of five work days (Monday - Friday) and your general work day will be 9:00 a.m. – 5:00 p.m. each day unless work requirements dictate an alternative schedule. This offer is with the understanding that your job, as with all staff, will require weekend and evening work in support of SM&NC programs, meetings, and events. The Stamford Museum & Nature Center considers the first three months of employment an orientation probationary period to ensure that mutual expectations are met. You will receive a performance evaluation after your initial three months with us and a focus check after six months.  

As a full-time employee you will earn vacation time, designated holidays, flex days, and sick time. Please review the attached which outlines all of our full time employee benefits. 
Upon your hire date you will receive access to our online Employee Handbook that outlines all of our SM&NC policies. Please take time to review the handbook and ask questions if needed. During your first week, we ask that you please sign and turn in your Employee Handbook Acknowledgement Form to me so it may be placed in your Personnel file. Please sign and return a copy of this letter acknowledging your acceptance.
We all look forward to welcoming you to our team and with your creativity, energy, enthusiasm and experience taking the Stamford Museum & Nature Center to new heights of success as we launch some very important initiatives in the coming months. 

Welcome Aboard!

Laura Beck
Director, Human Resources 
Accepted:
___________________________

_____________________



Sign





Date
