[Insert Logo Here]
Sent By Email
[Date]


Dear [Employee’s Name],

Subject: Application for [Role]

Thank you for your application for the [role] position. 

We appreciate your interest in joining our team.

Interviews will be conducted at [place] on [date]. 

We aim to compile a shortlist of applicants by [date], and those selected will be invited for an interview.

Alternatively:

Interviews will be held remotely on [date] via [phone/video conferencing platform].

We plan to create a shortlist of applicants by [date], and those selected will be contacted for an interview.

Please note that it is our policy not to contact applicants who are not invited for an interview. 

Therefore, if you do not hear from us by [date], please assume your application was not successful this time.

Alternatively:

We will follow up with you by [date] regarding your invitation status for an interview.


We treat all personal data collected during the recruitment process in accordance with our data protection policy. 

For information on how your data is processed and the basis for this processing, please refer to [our job applicant privacy notice].

Thank you once again for your application.

Yours sincerely,
[Your Name]
[Your Position]
[Company Name]

