Draft Pro forma

For Development Of Your Health Service’s Own Policy

(Insert Health Service Name Here)
LETTER TO POTENTIAL APPLICANTS FOR VACANT POSITIONS
Date 

Dear (potential applicant)

Re _ _ _ _ _ _ _ _ _ _ _ _ (position)
Please find enclosed copies of the following documents: 

· Health service information

· copy of advertisement

· the job description and duty statement including specifications and selection criteria

Please read this material before you apply. You are advised to address all selection criteria fully in your application. 

If you have any questions about this position please contact _ _ _ _ _ _ _ _ _ _ _ _ Tel. _ _ _ _ _ _ _ _ _ 

Please include all contact details in your application. You must provide the names and contact numbers of three referees.

Thank you for your interest in applying for this position.

Yours sincerely

Administrator

