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Employment Reference Letters

Your employment reference letters should be on the letterhead of the employer include the following information:

1. the name, title and contact details of the referee

2. details of your position and dates of service.

You may refer to the following as a guide:

		For each period of employment that you are claiming as an employee, you must provide an employment reference letter. 



Every employment reference letter must be signed by a person authorised to sign the letter. This person may have been your employer or a direct supervisor. 



Every employment reference letter provided must be unique and include: 



1. the name of the business; 

2. the nature of the business (for example, construction company, hotel); 

3. a detailed half-page description/overview of business and the services/products provided by the business; 

4. the address of business where you worked; 

5. when you worked there, that is start date and end date of your employment; 

6. the nature of your employment (full-time, part-time); 

7. your normal hours of work; 

8. your job title (occupation); 

9. a detailed description of the nature and content of the work you undertook; 

10. any periods of leave that you took (paid or unpaid);

11. a detailed description of the machines, programs, strategies, tools and/or equipment you used; 

12. the name, position, telephone and email contact details of the person authorised to sign the letter; 

13. the length of time that the person signing the letter has been supervising you must also be clearly indicated; and 

14. all employment letters must be on letterhead used by the employer’s business where possible. If you are unable to provide employment letters on letterhead you must provide us with an explanation of why this is not possible. 









If you are unable to provide an employment reference letter for any period of employment, you may provide a statutory declaration from either your direct supervisor or yourself stating the above information and why you are unable to provide an employment reference letter.

You may download a statutory declaration form from here: http://www.ag.gov.au/Publications/Pages/Statutorydeclarations.aspx 
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[insert company’s name] PTY LTD



Experienced [position] NEEDED 



[insert company’s name PTY LTD] is a [insert description of the company]. We maintain a friendly, fair, and creative work environment, which respects diversity, ideas and hard work. We are seeking an experienced and fully qualified [insert position] to work in our busy and expanding company. 



This is a Full-Time opportunity for an enthusiastic, hardworking and reliable person.



Duties and Responsibilities:

1. [insert roles and duties here] 



Experience 

At least two (2) years’ relevant work experience. 



Skills required:

Attention to detail;

Ability to work under pressure;

Reliable and motivated;

Good team player;

Communication Skills;



Annual salary package: $xx,000 plus superannuation 



You must be a permanent resident or citizen of Australia to apply.
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Experienced Chef NEEDED





_________ is a new and growing Thai restaurant serving authentic food and beverage in Thai cuisine.   We are looking for an experienced Chef to work in our new and vibrant workplace.  This is a full-time opportunity for an enthusiastic, hardworking and reliable person.



Location: ___________





Duties and Key Responsibilities:



1. Organise and plan the preparation and cooking of food;

2. Ordering food supplies, plan menus, estimate labour and food costs;

3. Preparation and presentation control at all stages and monitoring the quality of food;

4. Preparation and cooking of food;

5. Be involved with the selection and training of staff;

6. Partaking in discussions of food preparation issues with Management, Dietician and other staff;

7. Enforcing and explain hygiene regulations;

8. Advising on cooking procedures and demonstrating techniques; and

9. Preservation and freezing of foods.



Experience 

· At least 2 years of relevant work experience preferred

· Holds at least AQF Associate Degree, Advanced Diploma or Diploma

Skills required:



· Attention to detail;

· Ability to work under pressure;

· Reliable and motivated;

· Good team player;

· Must possess excellent communication, management and leadership skills, and interpersonal skills.





Annual salary package: $XXXXX per annum plus superannuation



You must be an Australian citizen or permanent resident to apply.
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Experienced Restaurant Manager NEEDED



Modern Food Concept Pty Ltd T/As Thai Chilli Basil 2



Thai Chilli Basil 2 is a new and growing Thai restaurant serving authentic food and beverage in Thai cuisine.   We are looking for an experienced Restaurant Manager to work in our new and vibrant workplace.  This is a full-time opportunity for an enthusiastic, hardworking and reliable person.



Location: Moranbah, QLD





Duties and Key Responsibilities:



1. Create and plan new menus in discussion with chefs in the restaurant.

1. Organise and setting up special function for the customers.

1. Take reservations or booking from customers, customer service and assist in taking orders.

1. Hire, supervise and train kitchen and waiting staff in the restaurant.

1. Provide customer service and assess customer satisfaction with service and meals.

1. Take charge of purchasing raw ingredients and keep good financial records.

1. Ensure the restaurant and dining facilities comply with health regulations and are tidy, serviceable and of suitable appearance for business operation.

1. Estimate how much food and beverage will be used, and place orders with suppliers.

1. Order supplies of non-food items, such as dishes and silverware, cooking utensils and cleaning products.

1. Repair or maintain the equipments in the restaurant and schedule other services.

1. Deposit the money in a bank or other safe place.

1. Supervise the kitchen and dining and oversee the food preparation and checking the quality and size of the servings.

1. Resolve customer complaints about food or service.

1. Make sure the safety standards and liquor laws are obeyed.

1. Analyse and decide the cost of price of the meals.

1. Schedule staff work hours, prepare payroll and tax report paperwork. Keep records of purchasers and pay suppliers.

1. Evaluate the success of new dishes and remove them from the menu if they are not profitable.

1. Overall organization and controlling of the establishment’s operations to provide quality services. 



Experience 

· At least 2 years of relevant work experience preferred

· Holds at least AQF Associate Degree, Advanced Diploma or Diploma 



Skills required:



· Attention to detail;

· Ability to work under pressure;

· Reliable and motivated;

· Good team player;

· Must possess excellent communication, management and leadership skills, and interpersonal skills.





Annual salary package: $58,000.00 per annum plus superannuation



You must be an Australian citizen or permanent resident to apply.
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[INSERT COMPANY’S NAME PTY LTD]

ABN: XXXXXXXXX

ACN: XXXXXXXXX

Email: XXXXXXXXX

Ph: XXXXXXXX



[DATE]



To the Department of Home Affairs, 



Re: 	Nominator: XXXXXXXX

	Name of Nominee: XXXXXXXXXX



Background of the Company 



[to insert details of company, i.e. date of incorporation, nature of business, client base]



Our business, like other companies in the same industry, is mainly reliant on advertising through word of mouth. Therefore, the quality of our services must be kept at a high standard in order to ensure customer satisfaction, customer referrals and returning clients. Our business continues to grow with more referrals from individual clients and also more projects being given to our company after a proven high satisfaction with our quality of work. 



Detailed position description

The tasks and duties to be carried out by the Nominee in the Nominated Position of [insert position] within [company’s name] Pty Ltd are both consistent with the tasks listed for this occupation in the ANZSCO and the nature of our business. The roles and duties for the position of [insert position] within our business are as follows:

1. [insert roles and duties]



As our company specialises in providing [insert service type] services, this position has always existed within our business. The tasks performed within the Nominated Position of [insert position] are of the utmost importance to the successful operation of our business. 



A Need for the Position 



[explanation on the need for the position]

As explained above, the position of [insert position]  has always existed in our company. Our customers know us as a [insert service type] service company. It would be extremely odd if we do not have a [insert position]  in our business. This would be synonymous with a hairdressing salon requiring the fundamental occupation of hairdresser. 



Without a [insert position]  in our business, it would directly affect to the ability of our business to continue operating. Our company is a legitimate Australian company running a lawful business. It will be unthinkable if the Department of Home Affairs regards the position as not required in our business.  But we were advised that the Department of Home Affairs has gotten quite creative in its refusal. Hence, we will further explain the “obvious” need in two folds:

(a) Difficulty to recruit labour (local and foreign); and

(b) Influx of work that requires a minimum of at least 60 hours per week.





The Nominee

[insert description of the Nominee, the skill sets of the nominee, the qualification of the nominee, why the nominee with play a significant role in the nominated occupation, the salary offered to the nominee]



XXXXXXXX has obtained a Certificate III in Wall and Ceiling Lining (CPC31211) in September 2011. XXXXXX is an extremely valuable employee of the company as he has valuable experience and knowledge in plastering services. As such, we continue to require his services in the running of our business as he will be responsible for completing jobs and training our newer employees. 



As shown in reports, there is a great shortage in plasterers in the labour market let alone experienced ones. We have been facing difficulties in recruiting someone with the required skills, language skills, attitude and experience. Thus, XXXXXXXX has always been the main person. He is also able to lead and train newer employees who will be hired in order to meet the increased jobs received. 



We have nominated XXXXXXXXXX on a salary of $65,000 which commensurate with the market rate. According to various reports and market research, the salary can range from $55,000-$80,000 depending on the experience of a candidate. For the reasons above, and considering XXXXXXX experience with our company, skills and qualifications, we believe that he should be retained on this base salary. Furthermore, given our company’s failed attempts at recruitment, the retainment of XXXXXXX services is crucial to keep the business running and therefore this salary was offered to the nominee. 



Furthermore, as explained above, our company is heavily reliant on customer referrals which means that XXXXX’s client relations built over the years is also extremely valuable to our company. We understand that such clients may not retain our services should XXXXX no longer be able to perform the work as they simply do not trust the work of other plasterers. This is also the sole reason they would consistently return to us for more services or refer other clients to us. Thus, XXXXX’s services is highly valuable to our company. 



Should you have any queries, please do not hesitate to contact me via email: [insert contact person’s email]. 





Yours sincerely,






________________ 



[insert name of Director]  

Director
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Jesse Turner

8 Speed Street NSW 4103

0432567876



ADDRESS OF THE IMMIGRATION OFFICE

[bookmark: _GoBack]Department of Home Affairs





Letter of Support for Kate Middletom



Dear Sir/madam



I, Jesse Turner,  8 Speed Street NSW 4103, Senior Engineer at Vodaphone.



I met Kate Middleton 5 years ago when she began dating my good friend William Smith. She would usually join her husband when we went for our after-work drinks every Friday. The first time she came along with William was on the 10th of July for my birthday at The Ivy Club. We clicked instantly and soonafter became really good friends. My husband and I usually meet Kate and William a couple of times in a month for brunch or at small parties. We have attended many dinners at Kate and William’s house which is centrally located in the city. I have noticed that there is shared responsibily for housework as it is usually William who cooks dinner and Kate is cleans up afterwards. I have also attended their wedding and think that they have a wonderful dynamic. A memorable event with this heartwarming couple would be when we went to Nelsons Bay with a group and stayed in the same guesthouse. We cooked dinners together, watched many movies and shared countless more memories. 



I soley think Kate is commited to this relationship. I believe that their relationship is geniune and lasting. She is as hard working as William making them a serious and mature couple. I have never seen them fighting or arguing and they always speak calm and lovingly to each other. I honestly believe they are positive and dedicated to their relationship. 







Yours sincearly,



[signature]

Jesse Turner




