Invitation to Interview Letter Sample
To
Mr. Jack Ball
234, Maria Street
Lakeview Avenue, West Virginia
United States of America
23rd August 2014
Subject: Invitation for the HR manager job position
Mr. Ball
We at Constance Securities & Business Enterprises are writing this letter in response to the job application filed by you for the HR manager position. The recruitment team has viewed your application and previous experience details.
We have reached a decision regarding your suitability for the position and would like to invite you to interview with the HR team at our regional office. You are scheduled to be interviewed on the 29th of August, 2014 at 12:30 p.m. You are required to carry all the originals of your documents and additional copies of the documents not supplied with the initial job application. Please respond to this letter with a confirmation letter or a confirmation call to our offices, as early as possible.
In case you need to reschedule the interview please contact the regional office who will then forward the request to the head office. We hope to hear from you soon.
Thanks and regards
Mrs. Hillary Gann
Head of Human Resources Department
Constance Securities & Business Enterprises
Contact: 44673456


