Please print this on departmental letterhead

<Date> 
Ms. Pat Meda

Director, Center for Student Achievement, Resources & Enrichment (CARE)

International Student Advisor and PDSO
5 Westmoreland Place

Pasadena, CA 91103

Dear Pat:
We are hereby offering <student’s name> on-campus employment as a <job title> in the <Office/Department>.  The student’s job responsibilities will include <job description>.  The student will begin work on <dd/mm/year> and will work <number of hours/week>. 
I understand that as an international student, <student name> is not eligible for Federal Work Study (FWS) and has been hired as a part time (non-FWS) worker.  
The student will be reporting to <student’s immediate supervisor>, <supervisor’s title>.  <Student’s immediate supervisor> can be reached at <employer telephone number> or via email at <employer’s email>.  
Sincerely,
<Employer Name>
<Employer Title>   

