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Informing Potential Job Applicant of Interview
[Name, Company Name & Address here]

[Date]

Dear [name],

We are in receipt of your job application for the position of [position title] in our organization.

We have selected your resume for an interview. The interview will be held on [date & time]. 

Mr. [executive/manager name], our H.R. executive/manager will be conducting your interview. 

Please come in formals, and carry the copies of your documents along with you.

We thank you for your interest in our organization. Look forward to meet you.

Sincerely,

[Your name & Designation]
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