EMAIL TEMPLATES


E-1 Notice of vacant job role 

Dear Candidate,

We have been trying to contact you regarding a vacant (Role Title) job role, please contact as soon as possible if you are still seeking a new job in (Sector) as this very attractive role will be filled quickly.

I look forward to your response.
Regards,


E-2 Job interview confirmation

Dear

(ZOOM link copied/pasted in this space) 

Your interview meeting is scheduled to last approximately 30 minutes. Attached is the job description for the role, and you will receive your zoom meeting access link approximately 2 hours before scheduled interview time. 
 
NOTE: If you are not able to attend the interview for any reason, please inform us in advance so that alternate arrangements can be made to accommodate you if appropriate or call (your work phone number here)



E-3 Candidate request that we stop processing job application
Copy cc this email to staffsupport@healthprimaryltd.co.uk  

Dear Candidate,

Thank you for your email notice to stop further processing of your job application.

As a consequence of your decision, be advised that we have deleted your personal identifiable information (PII) including but not limited to, your CV, email address, video recordings and phone recordings, employment references, and emails between you and us, from the following user systems of ours, ZOOM, Vonage, IONOS, ZOHO CRM, and from the hard drives of computers used by us, or by our remote working staff. To view our data protection policy and ICO registration details, please open Data Protection Policy


Again, thank you for your email, and we wish you all the best.
Regards,
E-4 Reference Verification Form 

Ref: (candidate Name)

Dear 

The above-named candidate has applied for employment with Health Primary LTD and has given your name as a referee. 

If you wish to provide a reference for this individual, please complete and return the attached reference verification form to us as soon as possible as time is of the essence, or feel free to substitute your own form or letter.

Thanking you in advance for your cooperation in this matter.
Regards,




E-5 Candidate request for copy of the job specs

Dear Candidate,

Attached is the job specification you requested. Please contact me as soon as possible if you are interested in interviewing for this role as time is of the essence.   
Regards,


 
E-6  Your decision to cancel a candidate 
Cc this email to staffsupport@healthprimaryltd.co.uk 

Dear Candidate,

Thank you for having applied for employment.

We regret to inform you that based upon the needs of the business, and upon the strength of the candidate field, your application for employment was not successful.

Since we will no longer be processing your application, we have taken the initiative to delete your personal identifiable information (PII) including but not limited to, your CV, email address, video recordings and phone recordings, employment references, and emails between you and us, from the following user systems of ours, ZOOM, Vonage, IONOS, ZOHO CRM, and from the hard drives of computers used by us, or by our remote working staff. To view our data protection policy and ICO registration details, please open Data Protection Policy

We thank you for having applied, and wish you all the best.
Regards,

 

E-7  Candidate request for face-to-face interview/request office visit
 
Copy cc this email to staffsupport@healthprimaryltd.co.uk  

Dear Candidate,
Thank you for having applied for fulltime employment with us. 

Be advised that your request for an in-office face meeting interview has been forwarded to our onsite team and they will be in touch with you soon to set a date and time for your meeting.

In the meantime, we have taken the initiative to delete any and all of the personal identifiable information (PII) which we have for you, including but not limited to, your CV, email address, video recordings and phone recordings, employment references, and emails between you and us, from the following user systems of ours, ZOOM, Vonage, IONOS, ZOHO CRM, and from the hard drives of computers used by us, or by our remote working staff, as you can always re-submit any necessary information in the future.

You will be hearing from our onsite team soon, and we look forward to meeting you.

Regards,




E-8 Candidate requests their CV from/team size/management style
Copy cc this email to staffsupport@healthprimaryltd.co.uk  

Dear Candidate,

As you may now that recruiters can obtain your CV in two ways, either by placing a job advert, or by purchasing a license to download your CV. Please open link below to view the CV license option which is available to us and many recruitment agencies in the UK
CV Search | Search CV Database | Reed.co.uk

The HR team size is 17 staff, using a hierarchical management style led by Joanne Summers.

I have attached the job description for your review, so please let us know if you are still interested in applying for this role.

We thank you for your time earlier, and I hope to hear from you soon.
Regards,


E- 9   DTC AM time card

	Daily Time Card - AM 

	Name: Total VIDEO points for today:

	Job title:

	My lunch hour today is:

	My phone number for management calls:

	Total CV points on hand today:

	Total VIDEO points for today

	Did you submit CVs for clearance yesterday:

	Any KITES outstanding:

	

	Do you require assistance to start working:


Calculate CV points: New CVs=4 pts, called CVs=1pt
Each booked VIDEO= 10 pts 
Send to:  DTC AM and KITES to
clockinandout@onboardingprobationmanagement.info  
If clock in clock our email does is not working, send DTC to timecardsandreports@gmail.com
NOTE: By submitting this time card, you are agreeing to follow policies/procedures.
This time card only valid during the probation period.  


E- 10   DTC PM time card

	DTC Time card - PM 

	Your name:    

	Period Close Out (PCO)Date:   

	Did you send a CV batch for clearance: 

	Did you attach required spreadsheets: 

	Total CV points on hand for next day:

	Did you submit any KITES today:

	Do you require assistance for next day:


  
Calculate CV points: Uncalled CVs/applicants= 4 points, previously called = 1 point
Each booked VIDEO= 10 points
Send DTC PM time card  to: clockinandout@onboardingprobationmanagement.info
If clockinclock our email does is not working, send DTC to timecardsandreports@gmail.com
Daily attachments: SUB/X-SUB/D-SUB/Task-lists/CONVO Report/Candidate CVs.
FRIDAY attachments ONLY: Expense claim form/feedback survey/Student report card/User account register/TITO spreadsheet/Vonage call reports
NOTE: By submitting this time card, you certify that you used/followed approved scripts/templates/policies.
This time card valid only during the probation period.
	Spreadsheets must be saved as:  EXCEL 97-2003 Workbook




