REJECTION LETTER FOR OVERQUALIFIED CANDIDATES

[DATE OF LETTER]

[CANDIDATE FULL NAME]

[CANDIDATE STREET ADDRESS]

[CANDIDATE CITY, STATE, ZIP CODE]

[CANDIDATE EMAIL ADDRESS]

[CANDIDATE PHONE NUMBER]

RE: Application for [POSITION TITLE] — Application Reference No. [APPLICATION REFERENCE NUMBER]

Dear [CANDIDATE NAME]:

Thank you for your interest in the [POSITION TITLE] position at [COMPANY NAME] and for the time and effort you invested in the application and interview process. After careful consideration, we have decided not to move forward with your candidacy at this time.

1. POSITION AND APPLICATION DETAILS

1.1 Position Applied For: [POSITION TITLE]

1.2 Department: [DEPARTMENT NAME]

1.3 Location: [WORK LOCATION / CITY, STATE]

1.4 Date Application Received: [DATE APPLICATION RECEIVED]

1.5 Interview Date(s): [INTERVIEW DATE(S)]

1.6 Interviewer(s): [INTERVIEWER NAME(S) AND TITLE(S)]

1.7 Application Reference Number: [APPLICATION REFERENCE NUMBER]

2. REASON FOR DECISION

2.1 Basis for Non-Selection: Based on our review of your qualifications, experience, and the requirements of the role, we have concluded that your profile exceeds the experience, education, and skill level established for this position.

2.2 Position Scope: The [POSITION TITLE] role is scoped at [YEARS OF EXPERIENCE / EDUCATION LEVEL / SKILL LEVEL REQUIRED] and is designed to perform duties including [BRIEF DESCRIPTION OF CORE DUTIES].

2.3 Qualifications Reviewed: We considered your [DEGREE(S) / CERTIFICATION(S) / YEARS OF EXPERIENCE / PRIOR JOB TITLES] against the requirements of the role.

2.4 Retention and Engagement Considerations: We believe the scope, responsibilities, and compensation range of this position may not fully utilize your qualifications or support your long-term professional growth and engagement.

2.5 Finality of Decision: This decision is final for the current hiring cycle for this position.

3. COMPENSATION AND ROLE SCOPE

3.1 Compensation Range for Position: [MINIMUM SALARY] to [MAXIMUM SALARY] per [YEAR / HOUR], plus [BENEFITS SUMMARY].

3.2 Reporting Structure: This position reports to [REPORTING MANAGER TITLE].

3.3 Career Progression: The anticipated progression path for this role is [PROGRESSION PATH / TIMELINE].

4. INVITATION TO FUTURE OPPORTUNITIES

4.1 Future Consideration: We encourage you to apply for future openings at [COMPANY NAME] that better align with your experience and qualifications.

4.2 Talent Community / Talent Pool: You may be considered for inclusion in our talent pool for roles such as [RELEVANT ROLE TITLE(S)]; please indicate your consent by [CONSENT METHOD, E.G., REPLYING TO THIS LETTER OR COMPLETING THE FORM AT [LINK]].

4.3 Recommended Roles: Roles at [COMPANY NAME] that may better match your background include [ROLE TITLE(S)].

5. APPLICATION MATERIALS AND DATA RETENTION

5.1 Return of Materials: Application materials submitted by you will be [RETURNED / DESTROYED / RETAINED] in accordance with our records policy.

5.2 Retention Period: Your application information will be retained for [RETENTION PERIOD, E.G., 12 MONTHS] from the date of this letter, unless you request otherwise.

5.3 Confidentiality: Your application and this decision will be kept confidential to the extent permitted by applicable law.

6. REQUEST FOR FEEDBACK

6.1 Feedback Availability: If you would like brief feedback regarding this decision, please submit a written request to [CONTACT NAME / EMAIL ADDRESS] by [FEEDBACK REQUEST DEADLINE].

6.2 Feedback Scope: Feedback will be limited to the qualifications and role requirements described in Section 2 and will not include disclosure of confidential or comparative candidate information.

7. EQUAL OPPORTUNITY AND NON-DISCRIMINATION

7.1 Equal Opportunity Statement: [COMPANY NAME] is an equal opportunity employer and does not discriminate on the basis of race, color, religion, sex, national origin, age, disability, genetic information, veteran status, or any other characteristic protected by applicable law.

7.2 Accommodation: If you require an accommodation to participate in future application processes, please contact [HR CONTACT NAME] at [HR EMAIL ADDRESS] or [HR PHONE NUMBER].

8. ACKNOWLEDGMENT AND SIGNATURES

8.1 Acknowledgment by Candidate (Optional): I acknowledge receipt of this letter. My signature does not indicate agreement with the decision.

Candidate Signature: ______________________________

Printed Name: [CANDIDATE FULL NAME]

Date: [DATE SIGNED BY CANDIDATE]

8.2 Company Representative:

Name: [COMPANY REPRESENTATIVE NAME]

Title: [COMPANY REPRESENTATIVE TITLE]

Signature: ______________________________

Date: [DATE SIGNED BY COMPANY REPRESENTATIVE]

9. COMPANY CONTACT INFORMATION

9.1 Company Name: [COMPANY NAME]

9.2 Company Address: [COMPANY STREET ADDRESS], [COMPANY CITY, STATE, ZIP CODE]

9.3 Contact Person: [HR CONTACT NAME], [HR CONTACT TITLE]

9.4 Contact Email: [HR EMAIL ADDRESS]

9.5 Contact Phone: [HR PHONE NUMBER]

9.6 Company Website: [COMPANY WEBSITE]

Sincerely,

[COMPANY REPRESENTATIVE NAME]

[COMPANY REPRESENTATIVE TITLE]

[COMPANY NAME]

[COMPANY STREET ADDRESS]

[COMPANY CITY, STATE, ZIP CODE]

[COMPANY EMAIL ADDRESS]

[COMPANY PHONE NUMBER]
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