
4 Application Acknowledgement
Email Template

Standard application acknowledgement template

Subject: Application Received - [Job Title] at [Company Name]

Hi [Candidate Name],

Thank you for applying for the [Job Title] position at [Company Name]! We received your

application and are excited to review it.

What happens next?

Our team will carefully evaluate all applications.

If your qualifications and experience align with the role, we'll reach out to schedule an

interview.

Due to the volume of applications, only those selected for an interview will be

contacted.

We appreciate your interest in [Company Name] and will be in touch if there's a good fit.

In the meantime, you can learn more about us on our website: [Company Website Link]

Thanks again, and we wish you the best in your job search!

Sincerely,

The [Company Name] Team

Personalized application acknowledgement template

Subject: Thank You for Your Application, [Candidate's Name]!

Hi [Candidate's Name],

Thank you for applying for the [Job Title] position at [Company Name]. We appreciate the

time and effort you put into your application.

Our team is currently reviewing all applications, and we aim to get back to you with an

update on your application status within the next [time frame].

In the meantime, feel free to reach out if you have any questions.

Best regards,

[Your Name] [Your Job Title] [Company Name] [Contact Information]

High-volume application acknowledgement template

Subject: Thank You for Your Application

Dear [Candidate's Name],

Thank you for applying for the [Job Title] position at [Company Name]. We appreciate

your interest in joining our team.

We wanted to let you know that we have received your application. Given the high volume

of applications, our team will take some time to review all submissions. We aim to update

you on the status of your application within [timeframe, e.g., 2-3 weeks].

In the meantime, feel free to explore our website to learn more about our company culture

and the exciting projects we're working on. If you have any questions, please don't hesitate

to reach out to us at [contact email].

Thank you again for considering a career with us. We wish you the best of luck in your job

search.

Warm regards,

[Your Name] [Your Position] [Company Name] [Company Contact Information]

Application acknowledgement with additional
information

Subject: Thank You for Your Application - Next Steps

Hi [Candidate's Name],

Thank you for applying for the [Job Title] position at [Company Name]. We appreciate

your interest in joining our team.

While our team reviews your application, we wanted to share a little more about us. At

[Company Name], we [briefly describe what the company does or its mission]. We believe

in [mention any company values or culture aspects].

The [Job Title] role involves [briefly describe key responsibilities or exciting projects]. We

are looking for someone who can contribute to [mention any team or company goals].

We aim to get back to you within [time frame] with an update on your application status. In

the meantime, feel free to explore our website or follow us on [social media link] to learn

more about us.

Thank you again for your interest in [Company Name]. We look forward to potentially

working together.

Best regards,

[Your Name]

[Your Job Title]


