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This is only an example of a letterhead layout — please replace it with your company's own official letterhead (logo, name, address, and contact details) before issuing this letter. Every company's letterhead is formatted differently, so the position of your logo, company name, and contact details may not match the example above; use whatever format your company normally uses.
[Date]
To Whom It May Concern,
This letter is to confirm that [Mr./Ms./Mx. Full Name] has been employed with [Company Name] as a [Position Title] from [Start Date] to [End Date or "Present"], working [XX] hours per week. [His/Her/Their] annual salary is/was [Amount and Currency, e.g., USD, EUR, AUD], and [he/she/they] also receives additional benefits, including extended health insurance, performance bonuses, transportation allowances, and food allowances.
[Mr./Ms./Mx. Last Name]'s primary duties include, but are not limited to:
· 
· 
· 
· 
· 
· 
· 
· 
· 
· 
[Mr./Ms./Mx. Last Name] has demonstrated professionalism and competence in fulfilling [his/her/their] responsibilities. 
Please do not hesitate to contact us if you require any additional information.
Sincerely,
[Signature]
[Name]
[Position / Title]
[Company Name]
[Email / Phone Number]


A Note on Matching Job Duties to the Right NOC
For Express Entry, the duties listed in this letter need to reasonably match a specific occupation in Canada's National Occupational Classification (NOC) system. Immigration, Refugees and Citizenship Canada (IRCC) uses the NOC to assess whether the applicant's real work experience aligns with the occupation claimed in their profile, so it's worth taking a few minutes to find the right code before finalizing the duties above.
How to find the right NOC:
1. Go to the official NOC search tool (link below) and search by job title or keyword.
2. Review the occupations that come up and open the one that best matches the role — check the TEER category and the main duties listed for that occupation.
3. Compare those sample duties with what the employee actually does day-to-day, and use them as a guide when writing the bullet points in this letter — the wording doesn't need to match exactly, but the substance should.
4. If the role doesn't clearly fit one occupation, list the duties as accurately as possible — your immigration consultant will help determine the best-fitting NOC from there.
NOC search tool: https://noc.esdc.gc.ca/
IRCC guide — “Find your NOC”: canada.ca/find-national-occupation-code
This page is for guidance only and is not part of the employment letter itself.
Disclaimer
This template is provided for general informational purposes only and does not constitute legal or immigration advice. It does not guarantee any immigration outcome, and does not replace an assessment by a licensed immigration professional. The employer and applicant are solely responsible for the accuracy and completeness of the information included in the final letter. For guidance specific to your situation, please book a consultation below.
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	This template was prepared and shared by Fernanda Barros Immigration.
Website: www.fbarrosimmigration.com
Book a consultation: Schedule here
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