	The person(s) name
	
	(Service/Department)

	Address Line 1
	
	

	Address Line 2
	
	Harlow Council

	Address Line 3
	
	Civic Centre

	Address Line 4
	
	The Water Gardens

	Address Line 5
	
	Harlow

	
	
	Essex CM20 1WG

	
	
	www.harlow.gov.uk

	
	
	

	
	Our Ref:
	

	
	Your Ref:
	

	
	Date:
	


Dear [candidate’s name],

POST OF {Post Title} (Permanent/Fixed Term/Casual – delete as applicable)
Further to your recent application for the above role, I am pleased to inform you that you have been shortlisted for the above post.

I invite you to attend an interview on {day / date} at {time} at {location}.  Please ask at reception and they will direct you. 
{Add any details of special requirements e.g. test, presentation, portfolio of work etc}.

Please bring all original certificates with you to confirm your qualifications as detailed within your application form, along with your passport to prove eligibility to work in the UK (if you do not have a passport please check the following publication for additional documents that you can supply as evidence to work in the UK:  https://www.gov.uk/government/publications/right-to-work-checklist
If documents are scanned to the recruiting manager, Harlow Council reserves the right to see all original documentation when it is reasonable to do so.
If you’re from the EU, Switzerland, Norway, Iceland or Liechtenstein, you and your family might be able to apply to the EU Settlement Scheme to continue living in the UK. You might also be able to apply if you’re the family member of an eligible person of Northern Ireland.  The deadline for most people to apply to the EU Settlement Scheme was 30 June 2021.

You can still apply if you or a family member were living in the UK by 31 December 2020. You must also either:

· meet one of the criteria for a later deadline to apply

· have ‘reasonable grounds’ for not applying by 30 June 2021

For more information please see details within the link below:

https://www.gov.uk/settled-status-eu-citizens-families
I would be grateful if you would telephone me on the number below to let me know whether you will be attending. [image: image1]

 INCLUDEPICTURE "https://d.adroll.com/cm/aol/out?advertisable=SMC44Y5OEBA2FEBZ3XQDX2" \* MERGEFORMATINET [image: image2]

 INCLUDEPICTURE "https://d.adroll.com/cm/aol/out?advertisable=SMC44Y5OEBA2FEBZ3XQDX2" \* MERGEFORMATINET [image: image3]Please could you also let us know if you require any special arrangements or reasonable adjustment to be made for your face to face or remote interview on account of a disability.
I look forward to (meeting/speaking) with you.
Yours sincerely,
Recruiting Manager Name

Title

Tel: 01279 446xxx


E-mail: your e-mail address xxxxxxxxxx@harlow.gov.uk
