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Email Templates

Introduction 

As a recruiter or someone who manages the hiring process, it’s important to communicate with 
your job candidates and keep them updated. Not only is it polite but ensuring communication to 
keep your candidates updated shows that you care, which can leave a positive impression on 
your employer brand even if the candidate gets rejected for the role. 

In this tool, we provide you with free email templates you can use at various stages of the 
recruitment process. Many of these templates can also be embedded into your applicant 
tracking system (ATS), saving you even more time! 

Why embed email templates to an ATS? 

Today, most applicant tracking systems (ATS) have the functional capability of implementing 
automated emails to send candidates at any process of the recruitment process – whether that’s 
an email letting a candidate know you’ve received their application or an email letting a candidate 
know you won’t be moving forward with their application; you can set these automated emails up 
for any stage of your recruitment process!

You may be wondering – why is this helpful? Well, the truth is recruiting takes a lot of energy and 
effort. It takes time to set up job ads, review applications, to interview candidates, and to get back 
to candidates on a decision. Whether you’re a recruiter or a business owner that does your own 
hiring, getting set up with an ATS and taking advantage of its different functions can improve your 
employer brand, keep everything organized, plus save you time and energy in the long run!

Use the content in this tool to embed into your ATS and reduce the number of emails you send 
daily!

Quick Tips 
• When using the templates in this guide, update them accordingly to match your company’s 

brand voice. If you’re embedding these emails into your ATS, making sure they appear authentic 
is key.

• Test every email you automate. Ensuring that emails are sending properly and have no errors 
will save you time. 

• Check out our Employer Brand Voice Guide to learn how to establish an employer brand voice.
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Template: Booking a Phone Interview

Template 1:

Subject Line: [Company Name]: Booking a Phone Interview

Hi [Candidate Name],

Thank you for taking the time to apply for the [Job title] position with [Company Name]! Your 
background looks great, and I would love to jump on a call with you to learn more about your 
experience and interests.

Would you be available for a 15-minute phone conversation to discuss the position on [Date] 
between [Time]? Please let me know a time in that window that would work best for you, and I will 
call you then.

Looking forward to discussing this opportunity with you!

Thank you,

[Your Name]
[Your Email Signature]

Template 2: 

Subject Line: [Job Title]: Booking a Phone interview

Hi [Candidate First Name],

Thank you for your interest in working with [Company Name] as a [Job Title]. We had the 
chance to review your application and we like what we see!

Are you available for a phone conversation to see if this could be the right 
opportunity on [Date] at [Time]? Please let me know if there is an alternate time that works 
best for you.

Looking forward to speaking with you!

Thank you,

[Your Name]
[Your Email Signature]
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Template: Booking an In-Person Interview

Template:

Subject line: Invitation to interview – [Company Name] 

Hi [Candidate Name],

Thank you for applying to [Company Name].

My name is [Your name] and I’m the [Recruiter/Hiring manager] for this role. I would like to have a 
phone discussion about your application for the [Job Title] role.

I’d like to tell you more about [Company Name] and get to know you a bit better.

Would you be available for a short introductory phone call on [Date & Time]?

Looking forward to hearing from you.

Kind regards,

[Your Name]
[Your Email Signature]
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Template: Virtual Interview Reminder

Template:

Email subject line: Reminder for interview with [Company Name] for the [Job Title] position

Hi [Candidate Name] / Dear [Candidate Name],

We’re looking forward to speaking with you tomorrow – as we agreed, [Name of Recruiter/Hiring 
Manager] will meet you over our video platform [Name of Platform].

To log in to the call, click on this link and then use the following details:

[Insert Call Details]

If possible, connect a couple minutes earlier to make sure your camera and microphone are 
working properly. If you experience any technical issues, feel free to contact me via email or call 
me at [Insert Phone Number].

Thanks,

[Your name]
[Your Email signature]
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Template: In-Person Interview Reminder

Template:

Email subject line: Reminder for interview with [Company Name] for the [Job Title] position

Hi [Candidate Name] / Dear [Candidate Name],

We’re looking forward to speaking with you tomorrow – as we agreed, [Name of Recruiter/ Hiring] 
will meet you at our office.

Our office address is [Office Address]. [Insert any Specific Office Directions Here] 

We highly encourage you to arrange adequate time to get to arrive 10 minutes early to ensure a 
smooth process. 

If you have trouble finding our office or in an event of an emergency on the day of your interview, 
please don’t hesitate to call me at [Insert Phone Number]. 

Thanks,

[Your Name]
[Your Email signature]
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Template: Follow up for No-Shows

Template:

Subject line: Interview with [Company Name] / Interview for [Job Title] at [Company Name]

Dear [Candidate Name] / Hi [Candidate Name],

We had scheduled [An interview at our office/a video call] today at [Insert time] but you didn’t 
make it. I hope everything is well.

Could you let me know if you’re still interested in the [Job Title] role? If so, we can reschedule the 
interview. Otherwise, I’ll be deleting your information from our database.

Thank you,

[Your Name]
[Your Email Signature]
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Template: Updating a Candidate 

Template:

Subject Line: [Company Name] - Hiring Process Update 

Hi ________,

Thank you so much again for taking time to speak with me regarding the [Job Title] position with 
[Company Name]. I really enjoyed learning more about you and your skills and experience.

I wanted to let you know that we are still actively engaged in the hiring process for this role. 
Though there has been a small delay in our timeline, I wanted you to know that we are still 
interested in your application!

At this point, I anticipate we will have an update regarding next steps by [Insert Time]. If you 
haven’t heard from me by [Insert Time], please don’t hesitate to follow-up.

Please let me know if you have any questions or if anything changes on your end. Looking forward 
to being in touch soon!

Thank you,

[Your Name]
[Your Email Signature]



9

Template: Candidate Rejection 

Template:

Subject Line: [Company Name]: Hiring Process Update

Hi [Candidate Name],

Thank you again for taking time to speak with me regarding the [Job Title] role with [Company 
Name]. I really enjoyed learning more about you and your experience and qualifications.

At this time, we have regrettably decided to move forward with other candidates who are better 
suited to our current business needs.

We really appreciate your time invested in the process so far. As our company grows, we 
encourage you to reach out if you see another opportunity that interests you.

All the best to you in your career search.

Thank you,

[Your Name]
[Your Email Signature]
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