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PROFICIENCY LEVEL FOUR
PO: SENSIBLE LIVING 

PO/EO:
406.03b

ENABLING OBJECTIVE:
Write an offer of employment letter.


REFERENCE(S):
A.
A-CR-CCP-269/PH-001 Level Four Course Training Plan





Chapter 4.

B.
A-CR-CCP-267/PT-001 Level Four Handbook





Chapter 5, Section 2, Articles 1-8, Pages 1-2.

SUPPLEMENTARY REF(S):
N/A

TRAINING AID(S):


N/A

LEARNING AID(S):

A.
A-CR-CCP-269/PT-001 Level Four Handbook





B.
PO/EO 406.03a Handout #1 – Sample Offer of Employment Letter

C.
Practice

TEACHING POINT(S):

N/A

METHOD OF INSTRUCTION:
Practice 

TIME:

1 x 35-minutes
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PROFICIENCY LEVEL FOUR
PO: SENSIBLE LIVING 

PO/EO:
406.03b

ENABLING OBJECTIVE:
Write an offer of employment letter.


REVIEW

PO/EO:
406.03a

ENABLING OBJECTIVE:

Identify the components of an offer of employment letter.

1.
Review weak points of the previous EOs performance check; and/or

2.
Answer the following review questions:
a.
What are the components of an offer of employment letter?


Answer:
(i)
The Date;




(ii)
The Name and Address of the Employer;




(iii)
Four Paragraphs;

 


(iv)
Your Signature; and




(v)
The Word Enclosed

       ACTIVITY DETAILS


1.
Objectives:

The objective of this class is to have the cadets prepare an offer of employment 

 
letter by using the guidelines identified in EO 406.03a.

2.
Instructions for Directing Staff:

This period is a practice period only, but ensure that the cadets still take it 

 
seriously, and work hard at their letters. 

3.
The cadets will tie their offer of employment letter in with the resumé they had 

 
created in EO/PO 406.02b to create a more complete package.

4.
Ensure that there are sufficient materials in the classroom for the cadets to 

 
use to create their letters from. In particular ensure that there are:

a.
paper; and 

b.
pencils and erasers;

5.
Ensure that there are enough chairs and tables in the classroom for all the 

 
cadets. Arrange these in a “U” formation with a large table in the middle to 

 
hold the materials.


6.
Be available to the cadets to answer any questions that may arise.

7.
Even though there is no formal evaluation for this PO, have the cadets bring over 

 
their finished letters for you to check over. 

8.
Instructions to Cadets:

Tell the cadets that they could use the handouts given to them during PO/EO 

 
406.03a to use as a guide if they want to. 

9.
Encourage the cadets to ask questions if they need help with their letters.

10.
Tell the cadets to bring the resumé they had created in PO/EO 406.02b to the 

 
class to use as a basis for their offer of employment letter.

11.
Optional:

 
N/A


                                 PERFORMANCE CHECK

Test Details –
N/A

1.
Your next class is PO/EO 406.04, how to prepare for a job interview.
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