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[Company Logo Delete or Replace]

Post your job on Indeed or find more templates and samples in the Employer Resource Library.


[bookmark: _heading=h.7t38kpf68rkk]Cold recruitment email templates
Check out the templates and examples below, which serve as a guide for writing a variety of cold recruitment emails:
[bookmark: _heading=h.xxycpk51f47]Basic cold recruitment email template
Hi [first name],
I hope you’re doing well. I’m writing to talk to you about a [role/position] at [company name]. I came across your [project/accomplishment] and think you’d be a great asset to our team. If you’d like to know more, simply reply to this email with your phone number and a time that would work for a short chat.
Hope to talk soon,
[Your name and company signature]
Example
Subject: Quick chat?
Hi Emily,
I hope you’re doing well. I’m writing to talk to you about a customer service representative role at Wavewood. I came across your customer service award and think you’d be a great asset to our team. If you’d like to know more, simply reply to this email with your phone number and a time that would work for a short chat.
Hope to talk soon,
Sonia Bagonia
HR Manager Wavewood
[bookmark: _heading=h.iap4dq9rz8fe]Email to hire freelance worker
Hi [first name],
I saw your work on [website/profile] and think your passion for [field] is quite incredible. I’m looking for a talented [type of worker] to do some work for my company [company name]. If you want to see what we do, please check out [hyperlink to company website]. If you decide you’d like to work with us, please reply to this email and we’ll tell you about next steps.
Thanks,
[Your name and company signature]
Example
Subject: I love your photography
Hi Alex,
I saw your work on your website and think your passion for photography is quite incredible. I’m looking for a talented photographer to do some work for my company, Wavewood Food. If you want to see what we do, please check out www.wavewoodfood.com. If you decide you’d like to work with us, please reply to this email and we’ll tell you about next steps.
Thanks, 
Martha Smith
[bookmark: _heading=h.v9s2u6cpmn5v]Recruiting company cold recruitment email template
Hi Mr. / Ms. [surname],
My name is [your name] and I’m a recruiter at [company name]. We’re currently looking for someone with experience in [skill] for a [title of open role] opening. I saw your profile on [professional networking site] and am really impressed by what you’re doing at [candidate’s current company]. If you’d like to discuss this opportunity in greater detail, send me a contact phone number and a good time to reach you. Or, feel free to contact me at [phone number].
Best regards,
[Your name and company signature]
Example
Subject: You have the skills we want, Jerry
Hi Mr. Shoemaker,
My name is Eleni and I’m a recruiter at Wavewood Recruiting. We’re currently looking for someone with experience in retail for a sales associate opening. I saw your profile on Indeed and am really impressed by what you’re doing at Pournaras Paper Company. If you’d like to discuss this opportunity in greater detail, send me a contact phone number and a good time to reach you. Or, feel free to contact me at 555-222-1111.
Best regards,
Eleni Cotoulas
Wavewood Recruiting
555-222-1111


Indeed provides this information as a courtesy to users of this site. Please note that we are not your recruiting or legal advisor, we are not responsible for the content of your job descriptions, and none of the information provided herein guarantees performance. This is a legal disclosure and is not part of the following template. 
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