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ADVISING UNSUCCESSFUL APPLICANTS

SUMMARY:

An often ignored aspect of the recruitment and selection process is the need to advise unsuccessful job applicants in a tactful, courteous way. It is relatively common for unsuccessful applicants to publicly complain of replies which are belated, abrupt or, even worse, non-existent. 

For some organisations, there may be indirect consequences. For example, a dissatisfied applicant may decline to apply for future jobs with the same organisation, may decline to deal with it as a customer or may give it plenty of unfavourable publicity and cost it business. 

It is a basic courtesy to advise job-seekers of the outcome of their application, and highly desirable to advise them promptly. Where the latter cannot be done (for example because there are a large number of applications and/or vacancies), some form of interim advice explaining the delay is appropriate. 

ADVISING UNSUCCESSFUL APPLICANTS: 

Where a letter is considered to be the most suitable means of advising an applicant of rejection of their application, its contents could include some or all of the following items: 

· a personalised style of greeting; 

· expression of appreciation for applying; 

· indication that the applicant received serious consideration; 

· a statement about the qualifications of the overall pool of applicants; 

· a statement that the application will be kept on file and the applicant considered for future vacancies, but only where there is a genuine intention to do so (see below); 

· a statement advising that the application was unsuccessful; 

· a wish of good luck for the future; and 

· An offer of future assistance.

UNSUCCESSFUL CANDIDATE – LETTER TEMPLATE

Date 

Applicant's Name 

Street Address 

Suburb State Postal Code 

Dear Applicant's Name, 

Thank you for your application for the position of Position Title. 

We regret to advise that after careful consideration, your application has not been successful. We received many applications, with a number of other applicants better matching the selection criteria for the position on this occasion. 

We would like to thank you for the obvious time and effort you made with your application, and for considering Company as a prospective employer. We would encourage you to apply for any other position you consider suitable that Company might advertise in the future. 

In the meantime, we wish you every success with your future career. 

Yours sincerely, 

Name 

Position
