Email Invitation to Interview

Hello <NAME>,
Following our earlier conversation, I would like to confirm the details of your interview for the position of <VACANCY JOB TITLE>.
The Interview will take place at <TIME> on <DAY> <DATE> at our <LOCATION>. <GOOGLE MAPS LINK> .

Please bring with you evidence of your eligibility to work in the UK (please see attached for details of acceptable forms of ID) and certificates for any qualifications you may have,

On arrival at <LOCATION> you will be greeted by <NAME>, <JOB TITLE>. <NAME> will take copies of your identification as evidence of your eligibility to work in the UK and evidence of any qualification you have declared.

You will then complete a short in-tray exercise before participating in a competency based interview.

The interview panel will be made up of <NAME>, <JOB TITLE>, <NAME>, <JOB TITLE> and <NAME>, <JOB TITLE>.

I would be grateful if you could confirm your attendance at this interview by return e-mail.

If you have any queries please do not hesitate to contact me.

Best regards
<NAME>, 
<JOB TITLE>.   
