Interview Invitation Letter pro-forma – Ensure that formal letter is sent out to all short listed candidates giving them reasonable advanced notice to prepare for it.
Note:-Members of the interview panel should also be given similar notice!

Address

Address

Address

Address

Address
Date

Dear (Name of candidate)

Ref: (Name of Job Title at………..…..)
Following the receipt of your application for the above post, I have great pleasure in informing you that you have been short - listed and therefore I would like to invite you for an interview on (Date).

The interview will take place at (Time) and will be held at (Location), I have enclosed a map and directions for your information.  On arrival please register at main reception where someone will come to collect you.

The purpose of the interview is to assess your suitability for the above post, and give yourself and the interview panel of (at least 3) people, an opportunity to gain further information before making a successful appointment.  During the interview process we may seek further clarification on information provided to us on the application form.  Safe guarding and promoting the welfare of children is one of our highest priorities and as such the interview has been designed to assess your suitability to work with children and will include questions regarding safeguarding and promoting welfare of children.

The usual interview process will consist of

30 Minute Test Exercise

45 Minute Panel Interview 

10 Minute Informal questions to panel from Candidate

The selection process and interview questions have been structured around the person specification and job description that were provided to you with your application.

When attending your interview please can you ensure you bring with you your original documents confirming your qualifications gained and at least one form of identification for verification purposes, i.e. valid passport or drivers licence.

I would be grateful if you could confirm your attendance by calling (Name) on (Telephone No.) 

I look forward to meeting you on (Interview Date).

Yours sincerely, 

