Sample Letter: Resume has been received

(can be a postcard)

(Enter Date)

Thank you for sending your resume to __(Company Name)__.

We will review your resume within the next week __(or enter a time frame)__, and if we find that your qualifications match our needs, our Human Resources Department will contact you for an interview.

We shall retain your resume for a short period of time. If you wish to apply for other jobs at __(Company Name)__, please resubmit your resume.

Thanks again for your interest in employment with __(Company Name)__.
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