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	Topic:
	Invitation to interview

	From:
	Manager or administrator

	To:
	Short-listed applicants 

	When:
	Promptly after the decision is made 


Dear
[Insert job title of vacant post]
Thank you for your recent application for the above vacancy.  

I am pleased to inform you that you have been short listed and you are invited to attend a panel interview on (date and time) at (location, room, building, site and full postal address including the post code).  You can travel information and campus maps here.  We anticipate that you will be with us for (TIME i.e. one hour).
 [*Optional paragraphs: 

Either:

As part of the selection process you will need to prepare a presentation.  You will find information about the presentation enclosed with this letter.

Or:

As part of the selection process you will be provided with time to prepare and deliver a presentation on the day of the interview itself.
Or:

As part of the selection process you will be required to undertake a computer based task using Microsoft Word/Excel.]
If you have a disability, accessibility needs and/or require any reasonable adjustments to enable you to attend and participate in the interview process, please let me know as soon as possible. 
Please bring with you to the interview evidence of your Right to Work in the UK and the original copies of your academic qualifications.  

I would be grateful if you could telephone/email [insert name of Departmental Administrator] on [insert telephone number/email address] to confirm whether you will attend.

Yours sincerely,
[Insert name]

[Insert job title]
* If you require the candidates to make a presentation, include one of these paragraphs.  Include guidance notes with the invitation to interview unless you intend to issue these before a presentation prepared on the day.  Ensure you provide details of any other tests/assessments that will happen as part of the selection process.  This will help the candidates to prepare and also to know if they require any reasonable adjustments. 
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