Sample Interview Letter
To

Nancy Parker

16-A, Crescent Road

Florida

20th Jan 20XX

Dear Sir,

Subject: Interview Call Letter

I am writing this letter to inform you about the requirement of a sales representative at our organization, Sam Enterprises Ltd., based at North Industrial Area. While looking for suitable candidates on the ABC job portal we came across your profile and found it appropriate as per our requirement.

Our recruitment team has gone through your resume and feels that your qualification and work experience matches our requirement. A senior official from our sales department would now like to meet you in order to know more about your skills and capabilities.

We have scheduled your interview for the 25th of January. Request you to walk in to our head office on the mentioned date at 10 am to appear for the interview. You are required to bring all your certificates and other relevant documents along.

Thanks and Regards,

George Peterson

Manager HR
