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Writing an email

Your company wishes to interview an English-speaking candidate (joanna.poynter@linkall.com) for a job as a sales assistant at one of its supermarkets/stores.

Write an email to the candidate in which you: 

· thank her for her application

· invite her to Head Office (or one of your branches) for an interview 

· state the time, date and the name of the person interviewing the candidate 

· include a brochure on your company as an email attachment

· add ideas of your own

Voorbeeldoplossing
To: Joanna Poynter <joanna.poynter@linkall.com>

Subject: Interview

From: (student’s name and email address)
Attachments: Brochure

Dear Joanna

Many thanks for your application for the post of sales assistant at the Utrecht store.

I would like to invite you to Head Office in Amsterdam for a face-to-face interview on Tuesday, 10 September 
at 10 a.m. You will be interviewed by our Human Resources Manager Sara Peters. We will pay for any transport to our office.

For your information, our most recent brochure is attached. You can also find out more about our company on the website.

If you have any questions, please let me know.

Best regards

(student’s name)
Human Resources

(company name)

1
	© Intertaal, Almere/Antwerpen, 2019
Alle rechten voorbehouden. Vermenigvuldiging voor gebruik in het onderwijs toegestaan.

	
	



