
3 Interview Confirmation Email
Template

Standard Interview Confirmation Template

Subject: Interview Confirmation for [Job Title] Position

Dear [Candidate's Name],

Thank you for your interest in the [Job Title] position at [Company Name]. We are pleased

to confirm your interview on [Date] at [Time].

Here are the details:

Date: [Date]

Time: [Time]

Location: [Address/Link for online interview]

Interviewer: [Interviewer's Name and Position]

Please let us know if you need any assistance finding the location or if you have any

questions about the interview process.

Looking forward to meeting you.

Best regards,

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

Panel Interview Confirmation Template

Subject: Confirmation: Panel Interview for [Job Title] at Adaface

Hi [Candidate Name],

Great news! We're excited to confirm your panel interview for the [Job Title] position at

Adaface.

Date: [Date of Interview] Time: [Time of Interview] Duration: [Duration of Interview]

Location: [Interview Location - e.g., Adaface Office, Video Conference Link]

For video interviews, please use this link: [Video Conference Link]

This interview will be a panel format, allowing you to meet with several members of our

team. This gives you a chance to get different perspectives on the role and our company

culture.

Panel Members:

[Interviewer 1 Name], [Interviewer 1 Title]

[Interviewer 2 Name], [Interviewer 2 Title]

[Interviewer 3 Name], [Interviewer 3 Title] (If applicable)

Interview Structure:

The interview will cover these areas:

Introductions and overview

Discussion of your experience and skills

Questions about your interest in Adaface and the role

Your questions for the panel

How to Prepare:

Review the job description carefully.

Research Adaface and our products/services.

Prepare examples of your work and experiences that demonstrate your skills.

Have some questions ready to ask the panel.

If you have any questions or need to reschedule, please let me know as soon as possible.

We look forward to meeting you!

Best regards,

[Your Name] [Your Title] Adaface

Technical Interview Confirmation Template

Subject: Confirmation: Technical Interview for [Job Title] at [Company Name]

Hi [Candidate Name],

Great news! We're excited to move forward with your application and invite you to the

technical interview stage for the [Job Title] position at [Company Name].

This interview is designed to assess your technical skills and problem-solving abilities

relevant to the role.

Here are the details:

Date: [Date of Interview]

Time: [Time of Interview] [Time Zone]

Duration: [Duration of Interview]

Interviewer(s): [Interviewer Name(s) and Title(s)]

Platform: [Platform - e.g., Zoom, Google Meet, Adaface]

Meeting Link: [Meeting Link] (If applicable)

Important Information for the Technical Interview:

Technical Focus: [Specific areas of focus - e.g., Data Structures, Algorithms, Specific

Programming Language]

Tools/Platforms: [List any specific tools or platforms the candidate will need to use -

e.g., HackerRank, Codepen, specific IDE. If using Adaface, mention that they will

receive a separate link.]

Preparation: [Suggest any preparation the candidate can do - e.g., Review common

data structures and algorithms, brush up on [Specific Language] syntax].

What to Expect: [Briefly describe the interview format - e.g., Coding exercise,

problem-solving discussion, system design question.]

Please confirm your availability by replying to this email. If the scheduled time doesn't

work for you, please let us know as soon as possible so we can find an alternative.

We look forward to speaking with you!

Best regards,


