1st Interview invitation letter
Date
Name of Applicant
Address
City – State

Sub: interview Invitation for position of …………
Dear Name of Applicant,
Thank you for submitting an application form for the above post. I am delighted to invite you to attend on interviewing you for the position of sales manager.

This letter confirms the phone conversation in which we scheduled your interview on……….

The interview will consist of contents as follows:
+ Interview time:
+ Types of interview

If you have any questions, please call me at………..

Sincerely yours,
John Tan

HR coordinator

