Step Two: Interview and Selection

Script: Declining Candidates
Via Email:
Dear XXXX,

Thank you for your application to the administrator job opening. We are currently considering
other applicants. We wish you the best of luck in your job search.

Sincerely,
XXXX

Via Telephone:

“Thank you for your application for the [job position or title]. We really appreciate your interest
in joining our organization and that you decided to invest the time and effort into interviewing
with us.

We interviewed a few candidates for this position. Though your resume and experience were
impressive, we have decided to move forward with a candidate whose qualifications are better

suited to this role.

Thank you again, NAME. We wish you all the best in your job search!”
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