Users should copy the template document provided into a new document and then amend the template to meet the circumstances. Care is required in preparing the final document as a range of factors may impact on the content of the final document.  Accordingly, Employment Services & Solutions Australia Pty Ltd recommend that you obtain professional advice before using the document provided.




<insert date here>

<insert employee’s name here>
<insert employee’s address here>
<insert employee’s address here>




Dear <insert employee’s name here>,

CONFIRMATION OF JOB APPLICATION RECEIVED 

I refer to your application for the position of <insert position title here>.  

I confirm that we are in receipt of your application and it is currently being considered.  

[bookmark: _GoBack]Due to the number of applications likely to be received and our administrative capabilities, only candidates selected for interview will be contacted.<the previous sentence can be deleted if you are responding to each application>.  If you are shortlisted for an interview, we will contact you in the near future.

We thank you for your interest in the position.
	
Yours faithfully,




<insert name here>
<insert position title here>
<insert company name here>



This document is provided on the basis that it is a sample of a document that may be adapted and used in circumstances relevant to the subject matter of the document.  Employment Services & Solutions Australia Pty Ltd has taken due care in ensuring the accuracy of the general information and sample document, however, it is provided without any express or implied warranty as to its accuracy, completeness or currency.  The document is not and should not be considered as professional advice.  Employment Services & Solutions Australia is not responsible for any outcomes whatsoever that occur as a result of the use of the documents provided and recommends that users seek additional professional advice before using the document provided.
