Pre-Interview or Pre-Screening Letter

Dear                  ,

Through                   (name of the source), I learned that                    (name of the interviewing company or institute) will be interviewing at                  (name of the location of interview) on 

                   (date). I am writing to express my interest in appearing for this interview and would very much like an opportunity to meet with you during your visit. 

I have worked on                    (enlist your work) for               (specify the time period). My academic details are enlisted in the enclosed resume. I would really welcome a chance to apply the skills and knowledge I have gained to a position at (company or institute name).

I am eager to have an opportunity to interview with you during your visit to                     (company or institute name). If scheduling an interview is not possible, I would be willing to travel to your office for a meeting. 

Thank you for considering my candidacy for this position. 

Sincerely

[Name]

[Siganture]

