Name
Address line 1

Address line 2

Country

Post Code

[Insert Date]
Dear [applicant’s name], 
Re: Personal Assistant role
Further to your application for the position of Personal Assistant, I am inviting you to attend an interview on [insert date] at [insert time] at [insert location including address].
Please contact me on [insert telephone number] to confirm that you are able to attend.

[You may wish to include a map of the location of the interview]
Before your interview please take time to read through the job description as we will be discussing this during the interview. I have enclosed a copy. 
I look forward to meeting you at the interview. 
Yours sincerely,

 Letter inviting applicant to interview No:2.3(a) 
Last updated: 13/02/2012


