 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Invitation to the job interview 

Thank you for your application for the post of [ position ]. 

We have pleasure in offering you an interview at [ time ] on [ date] in our office. Upon arrival, you need to report your personal details to [ the name ].

Please bear in mind to bring along all your academic certificates as well as the previous job references on that day. If you are unable to attend the interview, please contact [ the name ] by phone [ number ].

We are looking forward to meeting you soon.

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

