
Applicant Acknowledgement Letter


Date
Private and Confidential

Applicant’s name
Applicant’s residential address

Dear name,
Thank you for choosing to apply for a role with organisation name.  We have fantastic team members at organisation name, and we work hard to find the best applicants to join our team. 
We will personally assess your application against the criteria for this role. Within approximately 10-15 working days, we will be in contact with you. This contact may take one of the following methods:
· A phone call to discuss your application in more detail, or to invite you in for interview
· An email/letter to let you know that, whilst your skills and experience may meet some of our requirements, there are other applications that are a closer fit in this instance.
Yours sincerely,


Employer representative name
Employer representative position
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