
Professional Email Writing for Interview  
 

Subject Line: Confirmation of Interview Appointment for [Job Title] Position 

Dear [Interviewer's Name], 

I hope this email finds you well. I am writing to confirm my interview for the [Job 

Title] position at [Company Name], scheduled for [Date] at [Time]. I am very 

grateful for the opportunity to discuss my candidacy and learn more about the 

team at [Company Name]. 

To ensure I am fully prepared and on time for our meeting, could you please 

confirm the location of the interview and whether there are any specific 

documents or materials you would like me to bring along? Additionally, if there 

are any changes or additional details I should be aware of, please let me know. 

I am very much looking forward to our conversation and to the possibility of 

contributing to [Company Name]. Thank you again for this opportunity. 

Warm regards, 

[Your Full Name]​

[Your Contact Information]​

[Your LinkedIn Profile] (if applicable) 
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