
Job Interview Invitation Letter

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Applicant's Name]

[Applicant's Address]

[City, State, Zip Code]

Dear [Applicant's Name],

Subject: Invitation to Job Interview

I hope this letter finds you well. I am delighted to inform you that after a thorough review of your

application and qualifications, we are impressed with your background and believe that you possess

the skills and expertise we are seeking for the [Job Position] at [Company Name].

We would like to invite you for a job interview at our office located at:

[Company Name]

[Office Address]

[City, State, Zip Code]

Date: [Interview Date]

Time: [Interview Time]

Duration: [Approximate Interview Duration]

During the interview, you will have the opportunity to meet with our team, learn more about the

position, and discuss your qualifications in greater detail. We encourage you to bring any relevant

documents or portfolio items that will help us better understand your capabilities.

If the scheduled date and time are not convenient for you, please let us know at your earliest



convenience, and we will do our best to accommodate your availability.

Please reply to this email or contact us at [Contact Email Address] or [Contact Phone Number] to

confirm your attendance and provide any additional information you may require.

We look forward to meeting you and learning more about how you can contribute to our

organization. Should you have any questions before the interview, feel free to reach out to us.

Best regards,

[Your Name]

[Your Job Title]

[Company Name]

[Contact Email Address]

[Contact Phone Number]


