Example interview invite letter

Dear 

Thank you for your application for the post of job title (vacancy ref number) 
I am pleased to invite you to the selection process for the above vacancy, which will take place on date. 

The selection process will consist of the following:

Time, selection method (e.g. interview, presentation etc.), duration

For presentations: Powerpoint and OHP facilities will be made available to you. If you have any questions about your presentation or the audiovisual equipment available please contact name. 

The selection panel will be:

Names, job titles

The selection process will take place at location and I enclose directions and a map. You should report to reception at time and ask for contact name.

The University is able to reimburse the cost of reasonable interview expenses and I enclose our Interview expenses form and a copy of the University’s policy on interview expenses.  

If applicable: I would also be grateful if you could confirm whether your referees can be contacted at this stage. 

Please telephone number or e-mail address to confirm whether you will be able to attend the above selection process or if you have any further questions.  In addition, if you have any support requirements due to a disability please notify us at the earliest opportunity so that appropriate reasonable adjustments can be made to our selection process.

We look forward to meeting you on the date. 

Yours sincerely

