





Future Leaders Fellows Development Network
Recruitment Toolkit – Examples of offer and rejection emails

These templates are designed to give you a head start when writing your own emails to candidates for research roles. Copy and edit them – replacing the highlighted text with details to fit your own context.
· Successful applicant (quick, official)
· Successful applicant (personalised)
· Unsuccessful applicant (quick, official)
· Unsuccessful applicant (personalised)


Successful applicant (quick, official)
This email would usually be issued by Human Resources.
------------------------

Dear XXX

Vacancy title: YYY 
Vacancy reference: ZZZ

I am pleased to confirm the offer of employment to the above post, as follows:
· Start date: DD MM YYYY
· Duration:  X months
· Grade: GG
· Salary: £xx,xxx
· Hours: Full-time 35 hours/week
· Location: Address where role will be based
By replying to humanresources@email.uk, please confirm as soon as possible whether or not you intend to accept this offer and start date.
A formal contract of employment will be issued to you following receipt of your acceptance. 
I look forward to hearing from you. 
Yours faithfully,



Person/Recruitment panel



Successful applicant (personalised)
This email would usually be issued by the role line manager or member of the recruitment panel AFTER the candidate has accepted the offer made by HR. It may also be personal phone call rather than an email.
------------------------

Dear XXX
 
Vacancy title: YYY 
Vacancy reference: ZZZ
 
I am pleased to confirm the offer of employment to the above post, that was made to you by [HR name] on [date of official correspondence].
I should start by saying how delighted we are that you will be joining us at [group/organisation/project name]. 
I was particularly impressed by your [XXXXX experience] and the evidence that you would be strong on [important role requirement XXX] because of your [previous XXX role/experience]. 
I look forward to welcoming you to the team and would like to arrange a call with you in the coming days so that we can start to discuss arrangements for your arrival and how we can make your induction process as smooth as possible.
Please let me know if you are available at one of the following times for a call:
· Time option 1
· Time option 2
· Time option 3
I look forward to hearing from you and getting started with working together.
Yours faithfully,


Person/Recruitment panel



Unsuccessful applicant (quick, official)
This email would usually be issued by Human Resources.
------------------------

Dear XXX

Vacancy title: XXX
Vacancy reference: YYY

Further to your application for the above post, I regret to inform you that on this occasion you have not been successful. Feedback on your application can be sought from name@email.uk. 
I would encourage you to continue to use your account at www.ourwebsite.uk/jobs, where you can view all jobs and request notifications of vacancies that may be of interest to you.
I would like to thank you for your interest in working for the [organisation name] and wish you well in your future employment.
Yours faithfully,



Person/Recruitment panel



Unsuccessful applicant (personalised)
This email would usually be issued by the role line manager or member of the recruitment panel.
------------------------

Dear XXX

Vacancy title: XXX
Vacancy reference: YYY

Further to your application for the above post, I regret to inform you that on this occasion you have not been successful. 
I should start by saying I’m sorry for the disappointment of receiving a rejection. We had more applications for the post than for any others that we have recruited into. Competition for [insert type of role] is always intense. I should add that you were a strong applicant and I hope you’ll keep an eye on the [organisation name] vacancy page. I could see lots of interesting and relevant skills in your CV and you were comfortably on the ‘long list’ for interview.
I was particularly impressed by your [specific experience] and the evidence that you would be strong on [important role/activity] because of your previous [XXX role/ experience]. You were one of the strongest applicants on this side of the role, but this is only part of what we were looking for.  
There are a number of key things that you could think about as you prepare for a future application IF this is the kind of role you are interested in.
· There was a lot of evidence of your experience in [specific experience] which is clearly invaluable, but we also needed to have evidence of your understanding of the [important role/challenge/activity]. For example, I was looking for details of how you would [specific approach/idea] and although strong on the work you’ve done, there could have been more about this in your interview responses.
· We have a [project/team/strategy] which is mentioned in the [job description/ on our website] and we felt that you have highlighted your understanding of this and linked it to your skills and experience.
My notes on your application are very positive about what you’ve achieved, so the suggestions above aren’t a criticism about making the wrong choices - in fact, as I read your CV and application, I thought that for the [XXX element of the role] you were very strongly placed. 
I hope this mitigates some of your disappointment. I have no doubt about your enthusiasm or skills, and hope that there may be another role with us that could appeal to you in future.
Yours faithfully,


Person/Recruitment panel


This document is shared under a Creative Commons Attribution 4.0 (CC BY) licence. Please attribute the Future Leaders Fellows Development Network and UKRI if you reuse it.
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