
UCLA – Dashew Center for International Students and Scholars 

Sample Employment Verification/Offer Letter  
  

 

 

 

 

 

 

 

VERIFICATION OF EMPLOYMENT  

 

 

Date: _______________________  

 

 

 

 

 

________________________________will be employed by _________________________________  

          (Student/Employee’s Name)               (Employer’s Name/Department) 

 

as _________________________________starting ________________________________________  

                    (Position/Job Title)                                          (Start Date, End Date, Duration of Employment) 

 

for approximately _________________ hours per week.  

                                    (# of Work Hours) 

 

 

[Optional: type of employment, length of employment, salary information, etc.] 

 

 

Sincerely, 

 

___________________________________ 

(Name of Supervisor/Payroll Personnel) 

 

___________________________________ 

(Signature of Supervisor/Payroll Personnel) 

 

____________________________________ 

(Employer’s Contact Information) 

 

Employment Verification must 

include student’s name, job 

title, start date and duration of 

employment , number of work 

hours per week, and location of 

employment.  

Must be printed on 

employer’s official 

letterhead. 

106 Bradley International Hall   417 Charles Young Drive West, Los Angeles, CA 90095-1379   Phone: 310-825-1681   Fax: 310-206-1612 

 


