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SOURCING:

Subject Line: Job Opportunity – [JOB TITLE] Position at [YOUR COMPANY]

Hi [FIRST NAME],

I came across your profile on [WHERE/HOW YOU FOUND THEM] and wanted to reach out regarding a unique

opportunity. 

I work for [COMPANY NAME], and we’re looking to hire a [JOB TITLE]. I think your experience in [FIELD/SKILL] is a great fit

for this role. 

If you’re interested in learning more, I’d love to connect. Would you be available for a quick phone call on [DATE/TIME]?

I look forward to hearing from you soon.

Best,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject line: Following up!

Dear [Candidate_Name],

Have you had a chance to read my previous email?

Our Client is currently looking for a [position] to join our amazing team, and I think you would be a great fit. We are

currently working on cool projects such as [project description], and I thought you would find that interesting.

If this is something that interests you, please reach back to me.

Have a great rest of the day, and I hope to hear back from you,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject line: Interested in a new job opportunity within [INDUSTRY]

Dear [Candidate_Name],

I am [name, job title, company name]. I am not sure if you remember, but we met [approximate time ago], when you

applied for [job title] at [company name]. 

I also told you last time that we would keep your resume in our talent database, and reach out to you when the first

need arises. I am reaching back to you because we have a new job opening, a [job title]. I believe that your skills,

characteristics and experience would make you the perfect candidate for this position, so I decided to reach out. 

Would you be available for a call [include date and time] to talk about this exciting opportunity?

If this time doesn't work for you, please suggest a different time and I will give my best to adjust.

Have a great rest of the day, and I hope to hear back from you soon,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]
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Subject line: Looking for a new [Job_title]

Hey [Candidate_Name],

We are looking to hire a new [Job_title] to help us accelerate our growth and develop a larger market presence.

I’ve been really impressed with your work and experience at [Current_Company]. We have a similar marketing strategy,

and are targeting some of the same channels for growth. That being said, I think you could be a perfect fit!

I’d love to jump on a quick call and tell you more about our company, this position and all the benefits that come with it.

Do you have time on [Day] at [Time] for a chat?

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject line: Looking for a new [Job_title]

Hey [Candidate_Name],

My name is [X] and I’m helping the CTO here at [Company] to find someone to join our Back-end developer team. The

latest debugging feature you published in Github particularly drew our attention. We are currently working on a similar

project for our application and we think your experience would be a strong addition to our team.

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject line: We met 2 months ago

Hey [Candidate_Name],

I am [your name], a recruiter at [Company]. We met around 2 months ago when you applied for the web designer

position. I remember you were looking for a new apartment at that time. How did the house hunt go?

Although we decided to move on with a more experienced candidate, our team was really impressed with both your

design skills and your positive attitude during the interview process. We now have a new opening for a junior web

designer, that is closer for for your profile. I’d really like to give you some more details about the role, if you’re interested.

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject line: LinkedIN Profile match

Hey [Candidate_Name],

We are currently looking to hire a Marketing specialist and [Employee_name] mentioned that you might be a good fit.

From what I have seen in your LinkedIn profile, you have an impressive background in paid campaigns and you’ve done

some interesting things organizing promotional events, which is our priority for this new role.

Here, at [Company], we’re always looking for more great people like [Employee_name], so we’d like to get to know you.

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject line: We are hiring for [Position]
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Hey [Candidate_Name],

We are excited to announce that we are currently looking for a Technical writer to join [Hiring_Manager_name’s] team! If

you know someone who understands end-user requirements and has experience in software documentation, feel free to

let us know by simply replying to this email.

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

APPLICATION RESPONSE:

Subject Line: New Job Opportunity at [YOUR COMPANY] – [JOB TITLE]

Hi [FIRST NAME],

I hope this email finds you well. I know you applied to our [PREVIOUS ROLE] back in [MONTH or YEAR], and while we

went in a different direction then, we kept you top of mind.

A [JOB TITLE] position just opened up at [YOUR COMPANY] and given your [DETAIL ABOUT THE CANDIDATE], I think you’d

be a great fit. 

I’d love to reconnect, discuss the role and hear about what you’ve been up to since we last spoke. Would you be available

for a quick phone call on [DATE/TIME]?

I look forward to hearing from you soon.

Best,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject line: You application for [position name]

Dear [applicant name],

Thank you again for applying for [role title] role at [company name].

After reviewing your application form, we realized that you don't meet one of the absolute requirements for this

position. That is [reason for rejection]. 

Since [requirement] is absolutely necessary for you to be able to perform your duties as a [role title], we could not select

you for the next round. 

If you have any addition questions please let us know. 

Best of luck with your job search!

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject line: Thank you for your application

Dear [first name],

I am reaching out to thank you for the interest you have shown in joining our team. We have carefully read your

application, and even though your resume and cover letter are very impressive, at the moment we are looking for a

person with different skills and experience.
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In case of future job opening and positions that better fit your profile, skills and experience, we will get in touch with

you.

We wish you the best of luck in your endeavors, and we truly hope we'll have the chance to talk to you again in the

future.

Regards,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject Line: [COMPANY NAME]: [JOB TITLE] Candidate Assessment to Complete

Hi [FIRST NAME],

As part of your application to the [JOB TITLE] role at [COMPANY NAME], we ask that you complete the

following [ASSESSMENT NAME] evaluation.

Every candidate at this stage is required to complete the assessment to be considered for the position. Results are used

to gauge [SKILLS] abilities.

You may access the evaluation by clicking this link and creating a unique profile: [INCLUDE LINK]

Please complete the assessment by no later than [DAY, DATE] at [TIME, TIME ZONE].

If you have any questions or have trouble completing the assessment for any reason, please notify me immediately. 

Best,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject Line: Assessment was received and being reviewed

Hi [FIRST NAME],

Thank you for completing and sending over the assignment. Our {department name} team will review and evaluate your

answers. After that, we will get back to you with detailed feedback and any further information we may have.

Enjoy the rest of your day, and please don't hesitate to ask any questions you may have!

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject line: Update on the [Job_title] position/ Your application at [Company_name] for the [Job_title] position

Hi [Candidate_Name],

I hope all is well with you. I wanted to check in and update you about the status of your application for the [Job_title]

position.

[Hiring manager_Name/Our hiring manager] is currently reviewing all [assignments/applications] and we’re expecting to

schedule on-site interviews by the end of the next week. I will contact you again as soon as I have any news.

In the meantime, please feel free to reach me via email or at [e.g. 1-444-555-2222], if you have any questions.

Best,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]



BLS Recruiter Email Templates     (last Rev 11.26.2020)

Subject Line: New [JOB TITLE] position open at [COMPANY NAME]

Hi [CANDIDATE NAME],

I hope you’re doing well. It was great to speak with you about our [JOB TITLE THE CANDIDATE PREVIOUSLY INTERVIEWED

FOR] position a while ago. Thank you again for your time.

We moved forward with another candidate for that particular role but kept you top of mind. A new [JOB TITLE] position

just opened—and your expertise makes you a particularly good fit.

[MORE INFORMATION ON THE POSITION AND WHY THEY ARE A GOOD FIT]

Are you interested in learning more? If so, please let me know when you’re available for a quick call.

Best,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

AFTER S2 WAS COMPLETED:

Email subject: Thank you!

Hi [CANDIDATE NAME],

Thanks very much for spending time chatting with us. It was a pleasure to get to know you more and hear in-depth about

your professional background and experience.

The team was impressed by your experience. We’ll reach out to you soon about the next steps.

In the meantime, if you have any questions about [COMPANY NAME] or the [JOB TITLE] position, please feel free to

contact me.

Best,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject line: Thanks for interviewing with us

Email:

Dear [Candidate_Name],

I am reaching out to thank you for coming to today’s interview.

It was a great pleasure to meet with you and get to know you better. As our next step is to evaluate all the interviewees,

please allow up to [number of days] for us to reach back to you.

In the meantime, if you have any questions, please don’t hesitate to ask.

Have great rest of the day,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]
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INTERVIEW

Subject line: Invitation for a phone interview with BestLogic Staffing

Dear [Candidate_Name],

Firstly, I want to thank you again for applying for [Job_title] role with us.

Also, I would like to inform you that, after reviewing your application, we have selected you for the next round, which is a

phone interview.

The main purpose of this phone interview is for us to get to know you better, and for you to ask any questions you may

have.

Are you available for a short phone call? It will not take longer than [X minutes].

Here are a few options I have available:

[Monday, date, time] ; [Tuesday, date, time]; [Wednesday, date, time]; [Thursday, date, time] ; [Friday, date, time]

If none of these options work for you, please let me know and I will give my best to adjust. Please send me a

confirmation email with the chosen time as well as your phone number.

I am looking forward to get to know you better,

Kind regards,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject line: Interview – Didn’t see you join

Email:

Dear [Candidate_Name],

We didn’t see you at our scheduled interview today so we assume you’re not interested in the role anymore. If you still

are however, please let me know.

All the best,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject line: Invitation to interview with [Company_name] for the [Job_title] position

Dear [Candidate_Name],

Thank you once again for applying to [Company_name] for [Job_title] position.

After reviewing your application, we have decided to select you for the next round. I am thrilled to invite you for a job

interview [insert preferred option: at our office / via phone / via Skype] so that we can get to know you better.

One of the interviewers will also be our [position, name], and the interview should not take longer than [X minutes].

The goal of this interview is for us to get to know you better, and for you to ask any questions you may have. We want to

make sure that you goals and ambitions match our company’s culture and the position.

Here are a few day and time interview options
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[Monday, date, time]; [Tuesday, date, time]; [Wednesday, date, time]; [Thursday, date, time]; [Friday, date, time]

Please let me know which option works for you. If you are not available in any of them, please suggest a different time,

and I will give my best to adjust.

Looking forward to hear back from you soon,

Kind regards,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject line: Thank you for your time and it was nice meeting you

Dear [candidate name],

Thank you very much for investing your time and effort to interview with our team about our [role title] position at

[company name].

All of us really enjoyed meeting you, learning about your skills and experiences and having a really interesting

conversation.

Unfortunately, at this time, we decided to proceed our selection process with another candidate.

It is a decision we didn't make easily because you are really a strong candidate with a wonderful personality.

We will definitely keep your resume in our talent database, and in case that we have a job opening that better fits your

profile, we will make sure to get in touch with you.

If you have any further questions or need more feedback, please do not hesitate to ask. I will be more than happy to

answer any of your questions.

I wish you best of luck in your future endeavors and hope we'll have a chance to meet again soon.

Regards,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

REFERRALS

Subject line: Referrals Program

Dear [FirstName],

We love asking our own employees to refer awesome people to fill our open positions. Yesterday, we have asked our

employee [employee name] to suggest someone she knows for [position], and he/she suggested you!

[Employee name] thinks that you would be a good fit for this position as well as our company culture. That being said, I

wanted to reach our to you directly, and ask you if this is something you would be interested in?

If so, I will send you all the details about the position and our company.

I am looking forward to gear back from you.

Best regards,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]
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Subject line: Referral from {Employee_name} / {Employee_name} referred you for our new position of {Job_title}

Hi {Candidate_Name},

I am {your name}, {your job_title} at {Company_name}. At the moment we are looking for a great candidate for our newly

open position a {Job_title} and {Employee_name} suggested you beacuse you are a perfect fit.

After reviewing your {for example LinkedIn, GitHub, etc.} profile, I thought your background and experience are

impressive and relevant to what your duties would be for this position. At {Company_name}, we are always on a lookout

for more talented people like {Employee_name}, so we would enjoy meeting you.

Are you interested in learning a more about our company and the position? We would love to present you our

proposition and we will be happy to answer any of your questions. Are you available for a quick intro call [include date

and time]? If you prefer some other time better, please let me know and I will give my best to coordinate.

Have a wonderful day, and I hope to hear back from you,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject Line: We need your help!

Hi all,

As you already know, we are constantly growing. Consequently, we are in a constant need for talented people like you. 

We are currently looking for a person who would be a good fit for our [position] open position. If you know someone

who would be a good fit for this position and for our company's culture, please send them our way :)

In order to refer someone, I just need you all to answer a few questions: 

● Person's name and last time?

● How do you know the person?

● What position do you think this person would be a good fit for?

● What is the person's expertise and most valuable skills for our company?

● Why do you think this person would be a good fit for us?

I am sure some of you have at least one person in your network who would be a great addition to our team!

Also, I encourage you all to, from time to time, check our career page for any new job openings we may have. Here is the

link to our career site: [insert link]. If you ever have someone on mind you would like to refer, please don't hesitate to do

so.

If you have any questions about our referral process, please ask me at any time!

Thank you all for your help!

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject Line: Help us find an awesome candidate for [Job title]?

Hi all,
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As you all already know, we are constantly growing. For that reason, we are in a constant need for talented people like

you! Since we know that, in your network, you have some great people you hang out with, we wanted to engage you in

our recruiting process.

We know that you, our current employees, know best who our ideal candidates are. Because of that, we truly believe

that you, acting as recruiters, can bring our Talent Acquisition strategy to the next level.

For you to better understand how the process will work, here are a few details I will include in every referral request:

● Reasons why referrals are important for you

● How employees should refer candidates

● What information about referrals do we need

● How long does the process take

● How does the bonus/reward program work

I will be asking you to refer your friends, but I also encourage you to regularly visit our careers page to check for any new

job opening we may have.

If you have any further questions about our Employee Referral Program, please don't hesitate to ask.

Thank you all in advance for you help!

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject line: Thanks for referring!

Dear [employee name],

This email is to thank you for referring a candidates for [open position]. 

As you know, referrals are one of our best sources of new hires, and you effort is extremely valuable to us. We will let you

know about the status of your referred candidates. 

Thanks once again,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject Line: Dear Alumni, we need your help!

Dear [company name] Alumni,

I hope all is well!

We are currently looking for a person who would be a good fit for our [position] open position. If you know someone

who would be a good fit for this position and for our company's culture, please send them our way :)

If you have someone on mind, please provide following info:

● Person's name and last time? 

● How do you know the person?

● What position do you think this person would be a good fit for?
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● What is the person's expertise and most valuable skills for our company?

● Why do you think this person would be a good fit for us?

I am sure some of you have at least one person in your network who would be a great addition to our team!

If you have any questions, please feel free to ask me at any time!

Thank you all for your help!

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject line: Do you know about our Employee Referral Bonus Program? 

As you already know, we are constantly growing. Consequently, we are in a constant need for talented people like you.

For this process to work even better, we have also came up with a new Referral Bonus Program. This is how the bonuses

will be structured:

● For every referral you get[$x]

● For every candidate who makes it to the interview stage you get [$x]

● For every new hire you get [x$]

● If the new hire stays over [x] months you get [x$]

We are currently looking for a person who would be a good fit for our [position] open position. If you know someone who

would be a good fit for this position and for our company's culture, please send them our way :)

In order to refer someone, I just need you all to answer a few questions:  

● Person's name and last time?

● How do you know the person?

● What position do you think this person would be a good fit for?

● What is the person's expertise and most valuable skills for our company?

● Why do you think this person would be a good fit for us?

I am sure some of you have at least one person in your network who would be a great addition to our team!

Also, I encourage you all to, from time to time, check our career page for any new job openings we may have. Here is the

link to our career site: [insert link]. If you ever have someone on mind you would like to refer, please don't hesitate to do

so.

If you have any questions about our referral process, please ask me at any time!

Thank you all for your help!

[YOUR NAME]

[YOUR EMAIL SIGNATURE]
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ONBOARDING

Subject Line: [COMPANY NAME]: Your Onboarding and First Day Details

Hi [FIRST NAME],

We’re looking forward to your first day at [COMPANY NAME]! 

To help you prepare, below is some information about what you can expect:

Your Arrival: 

Please arrive no later than [TIME]. Our office is located at [OFFICE ADDRESS]. When you arrive, please check in with the

security guard to receive your temporary ID badge. You will be given an official badge shortly after your start date.

Your Agenda:

Attached is an agenda for your first day. It’s subject to change slightly, but that is a good indicator of who you will be

meeting with.

Documents/ID to Bring:

Please bring the following forms of identification with you: [LIST OF DOCUMENTATION]

What to Wear:

As you know from your interview, our office dress code is [DRESS CODE].

Lunch:

Most employees eat lunch in the kitchen, and there are several food options close by, including: [LUNCH OPTIONS].

Your Onboarding Plan:

Attached is also an overview of what your onboarding will consist of over the next [TIME FRAME]. Your manager will

review it in more detail with you during your first week.

If you have any questions, do not hesitate to ask.

We’re excited to have you on the team. Welcome aboard!

Best,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]

Subject Line: Welcome [FIRST NAME]!

Team, 

It is with great pleasure that I introduce the newest member of the [COMPANY NAME] team, [FIRST LAST NAME]!

[FIRST NAME] is joining us on the [DEPARTMENT] team as our [JOB TITLE]. [HE/SHE/THEY] come from a [DESCRIBE LAST

COMPANY] with an impressive amount of experience in [SKILL/FIELD].

As our [JOB TITLE], [FIRST NAME] will be working closely with [TEAM LEAD] to [PROJECT OF FOCUS/JOB

RESPONSIBILITIES].
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A little bit more about [FIRST NAME]:

[INCLUDE 3-5 PERSONAL DETAILS/FUN FACTS ABOUT THE NEW HIRE]

We’re very excited to have [HIM/HER/THEM] join us. [FIRST NAME’S] first day is [START DATE]. 

Welcome aboard, [FIRST NAME]!

Best,

[YOUR NAME]

[YOUR EMAIL SIGNATURE]


