
Invitation for Virtual Interview Letter Template

IMPORTANT: This document has been prepared by Employment Hero Pty Ltd
to assist employers to create workplace documents between their business

and their employees. While due care has been taken in preparing the
document, no responsibility is accepted by the author for the accuracy or

suitability of the information contained. All liability is expressly disclaimed for
any loss or damage which may arise from any person relying on, using or

acting on any information contained therein.

Want to learn how Employment Hero can help you with your hiring and
onboarding? Get in touch with one of our business specialists today.

employmenthero.com/request-a-demo

Did you know you could get more?

Inside an Employment Hero account, you’d have access to the following contracts maintained
and updated by employment specialists:

● 5 employment contracts (variations for employment and pay type)
● 26 workplace policy templates
● 30 letter templates
● 22 HR guides
● 6 custom survey templates
● Access to HR specialist hotline

Highlighted text is to be completed with relevant information
Green text are optional clauses. Convert to match black font or delete clause if not applicable

Red text are guidance notes and need to be deleted along with this text box
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Dear (Name of candidate),

My name is (Talent Manager Name) and I’m the (Talent Manager Job Title) at
(Company Name). I’m managing the first stage of the interview process for the (Open
Role).

Firstly, I’d like to say thank you for your application. Based on your application, I’d like
to invite you for an initial interview to learn more about you, your experience and your
skills. During this stage, you can also ask any questions about the role.

The initial interview should last around (expected duration of interview) minutes and
you’ll be able to learn more about (Company Name).

I’m available (Date and Time Frame of Availability). Does (Specific Time and Date)
work for you? If not, please let me know when you’re available and I can find a
suitable time.

At (Company Name), we’re currently holding all interviews virtually. Once we’ve
agreed on a time, I will send through a (Video Software) link with the calendar invite
attached. You’ll be able to log on to your interview through here.

Please let me know if you have any questions in the meantime.

Warm Regards,

(Talent Manager Name), (Talent Manager Job Title)
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