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SAMPLE INTERVIEW INVITATION LETTER 
PRIVATE AND CONFIDENTIAL

[Full Name]

[Address Line 1]

[Address Line 2]

[Address Line 3]

[Address Line 4]

[Postcode]

[Date]

Dear [First name],
RE: Interviews for the post of [Vacancy Job Title]
Thank you for your application for the above post. 

I am pleased to inform you that you have been shortlisted and you are invited to attend an interview at [Time] on [Interview Date] at [Location – if applicable].  

Option 1 - interview to be held in person
On your interview day, please arrive before the start time and ask for [name of contact person on the day].

The selection process should last no longer than [time e.g. 60/90 minutes, 2 hours] and will consist of: [detail the forms of assessments to be used alongside the formal interview, e.g. unseen written exercise, presentation etc. followed by a formal interview).  

We anticipate that you will be free to depart by [time]. 
I should be grateful if you would contact me on [insert telephone number] or [Email Address] to confirm your attendance at the interview and whether you require any reasonable adjustments to be made for your interview.

Please bring with you to the interview evidence of your right to work in the UK (original documents i.e. your passport (and visa if applicable) and/or your national identity card and, where relevant, your residence permit or other documentation issued by the Home Office) and the originals of your qualification certificates and professional organisation certificates; to allow verification of these.  We shall take a copy of your documents and hold these should we offer and you accept an offer of employment.  We shall securely dispose of all the copies taken if your application is not successful.

[We regret that unfortunately we are not able to reimburse your travel expenses.]
[Please note that we will observe social distancing [and hygiene] guidelines at all times and ask that you also comply with such measures. Please maintain a minimum of two metres distance from staff at all times. [When you arrive, we will provide you with hand sanitiser/direct you to hand-washing facilities.] Please let us know in advance if you anticipate any challenges in following these guidelines.]

Option 2 - interview to be held remotely
You should join the online meeting at [time] by clicking on the [details of video conferencing platform being used] link, which we will send to you by email separately.
We will ask you to undertake an online test(s) followed by a formal interview.]

OR

We will call you on the [home phone/mobile] number you have given us.
We anticipate that the remote interview process will last no longer than [hours/minutes].

Please call/email [name of individual/email address] to confirm that you will be attending. Please also let us know if you need us to make any reasonable adjustments for your interview. 
Please also send to [insert name of individual] by email copies of [any documentation that is required at this stage] by [time] on [date].

If you have any questions about the [remote] interview process, please don't hesitate to contact [name of individual] on [contact number/email address].
The interview will be with [Insert interview Panel Members’ names and job titles]. 

Please do not hesitate to contact me should you have any queries.
With regards

Name
Job Title

