How do I send interview confirmation emails?

When you have successfully arranged an interview between a client and candidate, Recruit
Studio is able to help you send confirmation emails to both the client and candidate,
informing them of the arrangements.

Recruit Studio contains special email templates to help you do this.

1. Open either the
Client List tab of the e
candidate record, or e T
the Candidate tab of = .
the vacancy record.
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This example el e Nl "
will start from IS . f
the Candidate S - | — .
record. i — S—

-~ fhments | Interviews | Custom Data | Client List

T e uired [T] Eligible to Work

2. Select the relevant :
candidate or vacancy - =1 EMail CV - | 82 New Interview | (=1 Interview EMails + | 2¢ Remove

from the shortlist. CV Status

Client Cormpany
CV Sent it Alliance Engineering Ltd

InterviewDate | Motifiec

3. Select the relevant

Details | Log | V| Attachments | Interviews | Custom

interview from the

left hand panel. © =4 EMail CV ~ | 84 New Interview | =3 Interview EN
CY Status
CVSent 28 Aug 2003
InterviewDate % | Motifiec
14,/09,2009 10:00




4. Click ‘Interview

Emails’ from the Details | Log | CV| Attachments | Interviews = Custom Data | Client List
toolbar. © =4 EMail CV ~ | 83 New Interview | =1 InterviewEMails ~ | 3 Remov
CV Status
Client
CV Sent il 2l Allance
InterviewDate + | Motifiec
14/09/2009 10:00

5. Two files are
displayed in the

letails | Log | CV | Attachments | Interviews | Custom Data | Client List
menu. Select 1 EMail CV Mew I [ 11 iew EMail XR
whether you want to [=1 EMai * | B Mew Interview ||[=1 Interview EMails EMOVE
first send an email to CV Status |E CandidateEmail et
the client or the [W] ClientEmail bt

7| CV Sent 28 Aug 2008 '
candidate. = . e
This example InterviewDate + | Motifiec
will show 14/09/2009 10:00
sending the

emalil to the
candidate,
although the
process is the
same for both.

6. The Emailer will

open. == == — :

- e b=
Notice that the il T _ e
template is S e e s
showing in the e ’ S
content panel e esascemooo :
and that is has — e
been populated ——— — T
with the Dear Jonathan P i
lnter'VleW Please print this email and take it with you to t
details.

Further to our earlier telephone conversation, | :
- An interview has been arranged with our client, [ 4=y

h Upon arrival yvou should ask for Ms Jane Smith =



7. Compose your email

— make any changes - E-Mail | E-Mail Services
to the content, add
an attachment etc.

Uze CC Usze BCC
Click ‘Send’ when Se Individual E-Mails
you are ready. Send T6 "%  E-Mail Options T

E-Mail/Log Recipients - Drag in Iten

Marme | Typd

¥Y¥Z Ltd/Producti... |Vaca

8. When you close the

Emailer, the logs will Details | Leg | V| Attachments | Interviews | Custom D
be applied to the © =1 EMail CV ~ | 83 New Interview | =1 Interview EMa
candidate and

CV Status
vacancy record.

CVSent 28 Aug 2009
Also when you
return to the — -
candidate or nterviewDate ﬂ Motifie
vacancy record , s ilzble il )
you will see that

the ‘Notified’
tick box has
been ticked.

9. Now repeat this process of sending the interview confirmation to the client.

See also:
» How do I record interview feedback?

» How do I review my interviews?



