Search Process Guidelines

SAMPLE LETTERS

SAMPLE LETTER TO APPLICANTS ACKNOWLEDGING RECEIPT OF MATERIAL

SAMPLE LETTER FOR APPLICATIONS RECEIVED AFTER DEADLINE/NO LONGER ACCEPTING APPLICATIONS

NAME

ADDRESS

CITY, STATE, ZIP

Dear (Name):

Thank you for your interest in the position of (title) in the (Department) at the University of Wisconsin-Superior.  (Because your application was received after the deadline, I regret to inform you that it is not among those being evaluated for the position.)  OR (I regret to inform you that we are no longer accepting applications.)  If the position is announced again in the future, I would encourage you to reapply at that time.

We appreciate your interest in UW-Superior and wish you well in your professional and career development. 

Sincerely,

(Name), Chair

(Position) Search and Screen Committee

SAMPLE LETTER-UNQUALIFIED

NAME

ADDRESS

CITY, STATE, ZIP

Dear (Name):

Thank you for applying for the position of (title) in the (Department) at the University of Wisconsin-Superior.  After a careful review of your qualifications, the committee has determined that you are no longer under consideration for the (title) position.

We appreciate your interest in UW-Superior and wish you well in your professional and career development. 

Sincerely,

(Name), Chair

(Position) Search and Screen Committee

#1 SAMPLE REJECTION LETTER TO QUALIFIED APPLICANTS NOT SELECTED, NOT INTERVIEWED

NAME

ADDRESS

CITY, STATE, ZIP

Dear (Name):

The Search and Screen Committee for the position of (title) in the (Department) at the University of Wisconsin-Superior has met to review the credentials of the applicants.  The Committee has studied your application with great care.  Nonetheless, the Committee has judged that your background and experience does not correspond fully to the University’s needs at the present time.

We appreciate your interest in UW-Superior and wish you well in your professional and career development. 

Sincerely,

(Name), Chair

(Position) Search and Screen Committee

#2 SAMPLE REJECTION LETTER TO QUALIFIED APPLICANTS SELECTED, NOT INTERVIEWED

NAME

ADDRESS

CITY, STATE, ZIP

Dear (Name):

The search and screen committee for the position of ___________ at the University of Wisconsin-Superior has completed its review of applications.  We had a number of excellent applications, and we are grateful that you chose to apply.

In making our decisions, we carefully weighed several factors, including the fit between our needs and each candidate’s preparation and qualifications.  Each applicant presented unique strengths, and each one received careful and thoughtful consideration.

While we have decided not to advance your application into the final round, we appreciate the opportunity to review your file.  We wish you the best in your future endeavors.

Sincerely,

(Name), Chair

(Position) Search and Screen Committee

SAMPLE LETTER INVITING APPLICANT TO CAMPUS FOR AN INTERVIEW

NAME

ADDRESS

CITY, STATE, ZIP

Dear (Name):

I am pleased to inform you that you have been scheduled for an on-campus interview for the position of (position description enclosed) at the University of Wisconsin-Superior on (date) at (time), at (campus address).  (Include information on parking, parking permit, campus map, etc. as necessary).

It is the policy of the University of Wisconsin-Superior to provide reasonable accommodations for qualified persons with disabilities who are employees or applicants for employment.  If you need assistance or accommodations to interview because of a disability, please contact the Human Resources Office 715-394-8365).  Employment opportunities will not be denied to anyone because of the need to make reasonable accommodations to a person’s disability.

I look forward to meeting with you on (date).

Sincerely,

(Name), Chair

(Position) Search and Screen Committee

SAMPLE REJECTION LETTER TO FINALISTS NOT SELECTED

NAME

ADDRESS

CITY, STATE, ZIP

Dear (Name):

We appreciated having the opportunity to visit with you last week, and we thank you for your time and involvement in the interview process.

After a thorough review and assessment, we have offered the position to another finalist and that individual has accepted.

We appreciate your interest in UW-Superior and wish you well in your professional and career development. 

Sincerely,

(Name), Chair

(Position) Search and Screen Committee
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