Recruiting Customer Service Email Templates
Six recruiting customer service email templates for candidates and clients, from application received and interview scheduling to status updates, offers, a kind rejection, and client check-ins.
Application received
When to use: Use this the moment an application arrives, so the candidate is not left wondering.
Subject
We received your application for [role title]
Email
Hi [candidate name],
Thank you for applying for the [role title] role at [company name]. This is a quick note to confirm your application is in and a real person will read it, not just a filter.
Here is what happens next:
•  Our team reviews applications carefully against what the role really needs.
•  You will hear from us either way within [review timeframe].
•  If there is a fit, the next step is usually a short introductory call.
We know applying takes real effort, and waiting in silence is the worst part, so we promise to close the loop with you whichever way it goes. You will not be left guessing.
Thanks again for your interest, and good luck,
[your name], [company name]
Interview scheduling
When to use: Use this to move a candidate to interview, with clear options and no back-and-forth.
Subject
Let us set up your interview for [role title]
Email
Hi [candidate name],
Great news: the team would like to interview you for the [role title] role at [company name]. Your background stood out, and they are keen to talk.
To make this easy:
•  Format: [interview format], so you know exactly what to expect.
•  Pick a time that genuinely works for you here: [booking link].
•  Plan for roughly forty-five minutes, with time for your questions too.
There is nothing to prepare beyond being yourself and coming with any questions about the role or team. If none of the times fit your schedule, just reply and I will find another option that does.
Looking forward to it, and congratulations on reaching this stage,
[your name], [company name]
Application status update
When to use: Use this when a process runs long, to update a candidate before they chase you.
Subject
An update on your [role title] application
Email
Hi [candidate name],
I wanted to reach out before you had to wonder where things stand with the [role title] role at [company name]. You are very much still in the running.
Here is the honest state of play:
•  Where you are: [current stage].
•  Why it is taking a little longer than hoped, in plain terms.
•  When you will hear firm news from me: by [next update].
I know how frustrating a quiet process can be, especially when you may have other things on the go. If your situation changes or another offer comes in, tell me straight away and I will do what I can to speed things up on this side.
Thanks for your patience, and I will be in touch,
[your name], [company name]
Offer and next steps
When to use: Use this after a verbal offer, to put the details in writing and keep momentum.
Subject
Your offer for [role title]
Email
Hi [candidate name],
I am genuinely delighted to put this in writing: [company name] would love for you to join as their [role title]. It was clear to everyone that you are the right person.
Here is what happens next:
•  The full details are laid out here: [offer details].
•  Take the time you need to read it and talk it over.
•  If you can, let me know your thoughts by [response date].
This should be an exciting moment, not a stressful one, so please do not hesitate to bring any question my way, whether it is about the package, the start date, or anything else. I am here to make the decision easy, not to rush you.
Congratulations, and I hope this is the start of something great,
[your name], [company name]
Rejection with care
When to use: Use this to close out a candidate who was not selected, kindly and clearly.
Subject
An update on the [role title] role
Email
Hi [candidate name],
Thank you for the time and energy you put into the [role title] process at [company name]. After careful thought, we have decided to move forward with another candidate for this particular role.
I want to be clear that this was a close call, not a reflection of your ability. Decisions like this often come down to a very specific fit for one role at one moment, and they say little about the strong impression you made.
I would genuinely like to stay in touch. Your background is impressive, and roles change here often, so I would welcome the chance to reach out when something better suited comes up. If you are open to that, just reply and let me know.
I wish you real success in your search,
[your name], [company name]
Client check-in
When to use: Use this to update a client mid-search, so they see progress without chasing you.
Subject
Update on your [role title] search
Email
Hi [client name],
I wanted to give you a proper update on the [role title] search rather than wait for our next call. Here is where things honestly stand.
The picture so far:
•  Progress: [search status].
•  What the market is telling us about this role, in plain terms.
•  What I am adjusting based on the responses we are seeing.
If the brief has shifted on your end at all, even slightly, now is a great time to tell me so I can retune the search before the next round. It is far easier to adjust now than after a shortlist goes out.
The next step is [next step], and I will have the following batch of candidates to you shortly. Thanks for trusting us with this,
[your name], [company name]
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