
Initial outreach

Greetings [Candidate Name],

I hope this email finds you well! I saw your resume 
on Indeed and am reaching out about a _____ 
position that has opened in [Company’s] [location] 
office. 

Your profile immediately jumped out at me, because 
of your extensive experience with _____. Also, this 
role would be a great opportunity to _____, which 
you mention in your profile. [Company] is a great 
place to work thanks to our _____, _____ and 
_____.

I’d love to set up a quick call to discuss this 
opportunity. Are you available next week? 

Thanks so much — I look forward to chatting soon.

[Recruiter Name], [Company]

This is your initial email to a candidate whose 
resume you found on Indeed. Since it's your 
first communication with them, it will include 
more details and be longer than the later 
follow-up emails. Use an approachable, 
professional tone and immediately let the 
candidate know why you're contacting them. 

Remember: Candidates are more likely to 
consider opportunities that involve growth 
and advancement. 

You've already shown the candidate why 
they're the right fit for this role. Now, your 
task is to show why the company is the 
perfect fit for them.



Two days after 
initial outreach

Good morning [Candidate Name],

I hope this email finds you well! I’m writing to follow 
up on the email I recently sent about the _____ 
position that just opened in [Company’s] [location] 
office.

I’m looking for someone with your experience in 
_____ and _____. This hire will _____, so it’s a great 
opportunity to _____.

I’d love to set up a quick call to chat further about 
the position and life at [Company]. What’s your 
availability this week? 

Thanks so much and I look forward to discussing 
this opportunity further!

[Recruiter Name], [Company]

Include some details about why they're the 
right candidate for this role and why it's a 
good opportunity for them, but cut it down 
slightly from the initial email. Remember: 
this is a reminder.



Four days after 
initial outreach

Good afternoon [Candidate Name],

I recently contacted you about an open position as 
a ______ at [Company’s] [location] office, and I’m 
writing to follow up. This is an exciting opportunity 
to _____ and we’re looking for someone with your 
background in _____ and _____. 

If you have any questions about this role or would 
like to hear more, I’d love to set up a 10-minute 
chat! 

Thanks so much and I look forward to chatting!

[Recruiter Name], [Company]



One week after 
initial outreach

Hi [Candidate Name],

I recently emailed you about an open position as a  
_____ at [Company’s] [location] office, and I’m 
writing to follow up. I hope you received my note! 
This is an exciting opportunity to  _____, and I was 
excited to see that you have so much experience 
with _____ and _____. I think you’d be a great fit! 

If you have any questions about this role or would 
like to hear more about why [Company] is an 
amazing place to work, I’d love to set up a 
10-minute chat.

Thanks so much and I hope to hear from you soon!

[Recruiter Name], [Company]

You'll send this email at the one-week mark. 
Here, focus on similar tone and content to 
your previous email reminder, but rephrase it 
slightly — don't make this a copy-and-paste 
job! Keep things light and personalized, but 
give the candidate one more timely reminder 
to keep the momentum going. Perhaps 
they've just been busy and this is the 
reminder they need to set up the phone call 
and learn about their next great job.



One month after 
initial outreach

Howdy [Candidate Name],

I hope this email finds you well! I emailed you about 
a _______ position in [Company’s] [location] office 
last month and wanted to let you know that it’s still 
available. If you’re interested in a potential move, I 
think you’d be a great fit and would love to discuss 
it with you.  

As I mentioned, I’m specifically looking for 
candidates with your skills and experience in 
_____, _____ and _____, and this role is an exciting 
opportunity to _____. 

If you’re curious about hearing more or have any 
questions, I’m available to chat this week and am 
happy to work around your schedule. 

Thanks so much,

[Recruiter Name], [Company]

This is your final email to the candidate, 
unless you hear back. Your goal is to briefly 
remind them about the open role and get it 
back on their radar, just in case their 
situation has changed in the last month. 
Keep the first paragraph short and sweet. 
Let them know who you are and that the 
position is still available if they're interested 
in learning more.

Here, your goal is to jog their memory about 
why they're a great fit for the role and vice 
versa. Be brief and to the point.

Close by giving them one last opening to 
reach out to you — you never know!




