
 

ASU Example Salary Appraisal Letter 

The following template letter was put together by an ASU member when seeking a pay rise from 
their employer. We have removed some personal information and as such this example letter is 
designed to serve as a guide only. This template can be used to assist you in requesting a salary 
appraisal from your employer and you will need to adjust the items to reflect your personal 
circumstances.  

Members can contact the ASU office on 03 9342 3300 or info@asupsvic.org to discuss your particular 
details. 

  

Dear  

Re: Request for Salary Appraisal 

Having now worked at [Company name] for the past [number of] years as a [position title], I have 
enjoyed the culture of working for a small business and the relationships I have built with the entire 
team.  During this time, I believe I have built on my role, and feel that I have contributed a great deal 
to the team and the business.  Given the aforementioned, together with a rise in inflation and a 
comparison with market rates, I am asking for a salary appraisal.   

Firstly, I would like to highlight that I have not received a pay rise since I started in [year], yet 
relevantly the business has increased the fees of their service in the time I have been with the 
business.  Notably, there has been a significant rise in inflation, having increased to 6.1 per cent in 
the June quarter – the highest inflation rate increase since 20 years ago (ABS 2022).  Inflation is 
expected to further increase by the end of the year according to the RBA.  This factor and an 
increase in interest rates are contributing to increased stress/pressure in the cost of living, 
particularly having a great impact on those with a fixed rate under $30/hr.   

Of note, as of 1st July 2022, the minimum wage in Australia is now $21.38 per hour (Fair Work 
Commission 2022).  Given the aforementioned, I have disappointingly slid backwards with regards to 
my wages – greatly trailing inflation and being only $x.xx/hr above the minimum wage in Australia! 

I believe it is important for businesses to have a payroll budget to align with increases in inflation 
enabling them to support their employees.  It is important to note that employees have an 
expectation of an increase in wages in alignment with inflation in order to meet the cost of living and 
demands.  This is in addition to businesses giving careful consideration to the benefits they offer 
their employees in order to retain skilled and valued staff.   

Aside from inflation, I believe I bring great value to my role and to the business, and do not feel that 
the salary I am receiving reflects my contribution, expertise, and skills (therefore feeling greatly 
undervalued).  As an experienced [position title] and [years] years of experience in an administrative 
support role within the [industry type] industry across a broad range of environments – [relevant 
skills and experience]- I bring much knowledge and skills to the role.  This is in addition to the 
knowledge of the business, processes and systems at CRMC, after [number of] years of loyal service, 
which I have continually shared and passed on to new staff.   

I have stepped up with regards to giving staff direction when required/asked.  In addition, I use my 
resourcefulness, critical thinking and problem solving skills to solve problems that have arisen in the 
absence of the practice manager/supervisor.  I continually work cooperatively to support others 
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within the entire team (examples or relevant position titles), and strive to provide assistance to our 
clients with the aim of making it an easier and pleasant experience.   

 

I am always enthusiastic to take on greater tasks/responsibilities which have been afforded to me, 
including [examples] (albeit on a temporary basis to fill the gap when required).  When given the 
opportunity, I strive to produce outcomes that improve on the document/system in order to make it 
better – more efficient or easier/simpler and more user friendly.  I am a reliable member of the team 
and perform my tasks with thoroughness, attention to detail and accuracy with minimal direction 
required (highly autonomous within the role). 

With regards to the award under the Health Professionals and Support Services Award 2020, 
currently management states that I am paid above the award.  However my contract, nor 
management, have not stated my award classification level. 

I can, therefore, only assume at $xx.xx/hr, management has graded me below a level [X] ($xx.xx/hr is 
a level X for support services).  I believe I could easily be placed into a level X with regards to 
responsibilities and capabilities.  Importantly according to FairWork Australia, an employee does not 
have to meet each description within the level (just the majority) to be classified at this level.  The 
award/minimum for level X is $xx.xx/hr. 

 

 

 

 

 

 

 

 

 

 FairWork Commission 2022 

 

Although I have mentioned the award in the aforementioned with respect to where I believe I 
should be graded, it is to be noted that the award is generic and is quite debatable.  Importantly 
many businesses pay above the award (minimum once an employee is classified) in order to remain 
competitive in the marketplace and valuing the importance of employee retention.  Careful 
consideration is given to the benefits offered to employees in order to retain skilled and valued staff 
(Hays Salary Guide 2022). 

 

Significantly, according to Seek, the market rate for the average hourly rate for a [position] in 
Victoria in 2022 ranges between $25 to $35.00 per hour.  This does not include superannuation 
which is on top of this rate (Seek 2022).  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Seek 2022 

 

Indeed will report the average salary for a [position] in Victoria to be at $xx.xx/hr (Indeed 2022).  
Interestingly, a report done my Hays reflects that the average salary for a [position] in general in 
Melbourne is $xx,xxx which equates to $xx.xx/hr (Hays Salary Guide 2022).   

 

At $xx.xx/hour, I am paid at the the lower end of the scale with regards to market rate, and believe 
my skills/capabilities, expertise and contribution should reflect a pay rate at the higher end of the 
scale, above the average.  However I am happy to settle at $xx/hr plus superannuation.  I believe this 
to be a fair and reasonable rate given my experience, expertise, skills/capabilities and 
responsibilities together with the other factors mentioned above. 

 

I am requesting for management to carefully consider the aforementioned factors with regards to 
my salary appraisal, and I sincerely look forward to continuing my loyal service to the team and the 
business. 

Kind regards, 

 

Person A 
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