６－２　求職者に対する返事

１　定型パターンの表現
求職者に回答する
◇Thank you for applying for the position of System Engineer.

◇Thank you for your interest in the Sales Assistant position.

◇Thank you for responding to our advertisement for the position of Assistant Editor.
◇We are currently in the process of reviewing each applicant's resume.
◇All applicants will receive a response by July 15th.

◇Please note that unqualified applicants will not receive a response.
面接の通知
◇We would like to invite you to an interview at 10:00 a.m. on May 15th.
◇The interview will take approximately 30 minutes to complete.

◇The interview will last 20-30 minutes.

採用通知
◇We are delighted to offer you employment with ABC Corporation as Sales Manager.
◇We are pleased to offer you the position of Marketing Director at XYZ Trading Company. 
◇We are pleased to inform that you are being employed by our company for the post of Acounting Manager.
不採用通知（書類審査）
◇We regret to inform you that your background does not fit with our needs.

◇I regret to inform you that you have not been short listed on this occasion.
◇We regret to advise that you have not been successful in this instance in obtaining an interview.

不採用通知（面接）
◇We regret to inform you that we have selected another applicant for this position.

◇We regretfully inform you that you were not chosen for this position. 

２　選考プロセスの連絡のEメール
Dear Ms. Perry, 
Thank you for responding to our advertisement for the position of Financial Manager.
We are hard at work looking through all the applications.  We will notify those who have been selected for an interview by phone or email in the coming three weeks. We would appreciate your patience.

Thank you for your interest in our company.
Sincerely,
Robert Fisher

言い換え表現
１．Thank you for applying for the position of Financial Manager. 

２．We are currently in the process of reviewing all the applications. 

３．If we decide to interview you, we will contact you via phone or email. 

発展表現
１．We have reviewed your resume and are pleased to invite you for an interview at 2:00 
p.m. on June 1st at our head office in Tokyo. 

２．After careful consideration, we regret to inform you that on this occasion you have 
not been selected for this position. 

３．We are pleased to offer you the position of Accounting Manager in our company. 

単語に注目
１．My application has been rejected though no reason was given. 

２．You are required to bring in your application form in person to us. 

３．The drug has a wide range of applications. 

