(Date)
To Whom It May Concern:

Fairfield University student (student’s name) has been offered employment with the School of Engineering with an anticipated start date of (employment start date) as (title of job) in the Office of (location of job).  (He/she) will be working no more than 20 hours per week at a pay rate of (hourly rate)  per hour.

Please consider this letter proof of employment at Fairfield University.  If there is any other information you require, please don’t hesitate to contact me using the information below.
Sincerely,

(Your Signature Information)
