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To whom it may concern:
Applicant Name has been employed by Employer since DATE as a/an ROLE. He/She is employed on a permanent/casual basis and is not currently serving out a probationary period/is currently on probation until XX/XX/XXXX.
IF CASUAL
Applicant Name is expected to work a minimum of X hours per week and receives an hourly rate of $X. He/she is/is not entitled to annual and sick leave entitlements. 
IF PERMANENT
Applicant Name is working XX hours per week/fortnight/month on a full-time/part-time basis and is entitled to paid sick & annual leave. (Please state any allowances/overtime/bonus or other extra income information if applicable)
Please feel free to contact me should you require further clarification.
Sincerely,
Signature
Managers Name
Date

