
Tip: Send this email during core work hours, so that the recipient is likely to be at their desk and see 
your email arrive – and don’t forget to re-attach your CV 

 

Hi (name) 

Hope you’re well 

I know that you’re probably extremely busy, so I’ll try not to take up too much of your time. 

I just wanted to ask if you’d had a chance to review the application I sent for the (insert role) 
position that you advertising? 

I wouldn’t usually chase, but the role looks to be an ideal match for my skills and experience in (list 
some relevant skills and experience for the role), and I would love the opportunity to discuss the role 
in more detail at your nearest convenience. 

Regards 

(Name) 
(Phone number) 
(Email) 
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