Phone Screen Interview Scheduling Script:
Supervisor or Hiring Manager to candidate
Attach:  Position Description with UW Hires Requisition Number

Subject: UW Health Sciences [Insert Unit] position; scheduling request – [Last Name]
Hello Recipient First Name:
Thank you for your interest in our open  [Insert Position Name] UW Hires Requisition [Insert Number]. We received a robust response to this posting on the UW Hires web site.  Your resume is one that is of particular interest to my review team.

The next step in the search process is to confirm your continued availability and understanding of this [FT, PT%]. position.  The salary range for this classified, professional staff position is $XXX.XX - $XXX.XX per hour, month and includes classified or professional staff benefits – insert appropriate UWHR benefits link or is not benefits eligible.  The preferred work schedule for this position is days, hours.  The posted position description (UW Hires Requisition XXXXX) is attached for convenient review.

If the salary and schedule are acceptable to you, I would like to schedule an introductory phone call on [Insert Day Option] as the next step in the interview process. The call will take approximately 20 – 25 minutes and will be scheduled on the half hour on the dates included in the Doodle Poll below. We will try to accommodate your preference although we do have multiple candidates to schedule.  Please note that the poll is in Pacific time and requests that you confirm your email address and provide a phone number where we could best reach you for the call. 

[Insert Doodle Poll Link]

I’ll follow up with you to confirm the call appointment.  If you are not available on the given dates but could be available [Insert Alternate Date], please note in the comments section of the poll or contact me at [Insert Contact Info],

If you are no longer available or interested in this position, kindly let me know by reply email

[bookmark: _GoBack]Best regards,

[Insert Your Name and Signature Block]	



PEGGY S. SMITH

