
[Organisation letterhead]

[Date]

[Applicant name]

[Applicant address line 1]

[Applicant address line 2]

Dear [Applicant name],

RE: Application for Employment
Thank you for applying for the position of [name of position] with our organisation.  
We are currently reviewing the applications we have received to date.  If you have been shortlisted for the position, you will be contacted by [insert method – phone/email/the recruitment agency] within [insert period if applicable, i.e. 2 weeks].

Personal information about job applicants is collected, used, and stored in accordance with our privacy policy, which can be accessed by [following this link/contacting us on…]. If you wish to update any of your personal information provided with your job application, please contact [name, and contact phone or email].
Yours sincerely,

[Name]
[Position]
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THIS DOCUMENT IS ONLY A GUIDE


AFEI recommends members consider their specific requirements when adopting a template document or policy to ensure the document meets the particular needs of your organisation.


For assistance, please call the AFEI Hotline on 02 9264 2000.


How to use this document:  


1:  Check with the AFEI Hotline as to its suitability for your needs. 


2:  Edit to meet your requirements by:


Add relevant information in the [yellow highlighted] sections.


Delete comments in the [blue highlighted] areas. 
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