
   DATE  5/9/19
Name & Address
   PSU ID #  
   NON PSU Email:   
   PSU Email:   
   Cell#:   
Dear,
I am very pleased to offer you an appointment as a wage payroll research assistant in the Department of Geosciences.  Starting dates_______________.
The start date and employment will be contingent upon the following steps:

· Log on to the PSU employment webpage and apply for the wage assistant position.  

https://psu.jobs/   search for job# 87362. Complete the online application.
· Next you will receive an e-mail from the Penn State Office of Human Resources with a link to complete the online background consent and authorization process.
· Once your satisfactory background check is approved you will receive an email from Human Resources with steps to complete the new hire paperwork which includes the I-9 form.  You will be instructed to schedule an on-boarding session with Human Resources so sign the I-9 form before employment can begin.
The hourly salary for this position is $________ per hour, _____ hours per week. This is a Wage Payroll appointment. 
Your duties will include: _________________________________________________  
Pay budget & fund:_______________________________________
Your signature below indicates your acceptance of this offer. Please sign and return it within three (3) days. 
Sincerely, 
Name and signature
I accept the position of Wage Payroll
_____________________________________________Date______________

