APPENDIX F 
CONFIRM IN POST – INVITATION TO INTERVIEW
Private & Confidential
NAME	
ADDRESS

Dear  

POST TITLE(s)

Further to the recent consultative process in respect of the XXX restructuring project, I am pleased to confirm that we are now in a position to commence implementation of the new structure. 

Your current substantive job role has been identified as being broadly comparable with the above position(s) within the new structure. A copy of the job profile/person specification is attached for your reference. There are, however, insufficient numbers of this post on the new structure to be able to confirm all qualifying candidates in post, and as such, I am pleased to be able to invite you to attend an interview for this position. The details of the interview are as follows:

Time:					Date:
Venue:

The interview will be conducted by:
NAME				POSITION
NAME				POSITION


Please contact the Human Resources Section at the e-mail address above to confirm your attendance as soon as possible. In accordance with current equality legislation, should you require any particular or special arrangements to be made to support your attendance at the interview, please let me know at the earliest opportunity.

Yours sincerely


Project Lead

