Standard letter for inviting candidate to interview

Candidate name and address

PERSONAL

Date

Dear    ,

Thank you for your recent application for the post of …………………. in the Department of ……………  I am writing to invite you to attend for interview at <time> on <date>.
The interview will take place in <room/building> which is located in <place>. On arrival you should report to …………… I am enclosing a map showing the location of the University in relation to the City of Liverpool.  

The interview panel will consist of <list members of interview panel and status>. The interview will last around <duration>.

I would be most grateful if you could telephone …………. on  ……………. to confirm that you are able to attend on <date>.  If you have any requirements in respect of access or facilities, or if you will require a parking permit, I should be grateful if you could also let ……….. know.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely,

ADD AS NECESSARY:

For when there is to be a tour of the Department prior to the interview:

Before your interview there will be the opportunity to visit the department and meet some of the staff there.

For when a presentation is required:

You will be required to make a ……… minute presentation to the panel on the following topic:

TOPIC

An overhead projector, as well as data projection facilities, can be made available for your use should you require it.

For when a practical test is required:

Prior to the interview, you will be required to undertake a <type of test, eg typing> test.

For candidates who will require an overnight stay:

If you will require overnight accommodation in Liverpool, please let me know so that we can make a hotel reservation for you.

For candidates for academic and related posts, and for candidates for other posts coming from outside the Merseyside area:

I am enclosing an interview expenses claim form which you should complete and return to me after your interview.

