
You would like to 
get a job at a local 
company.

1 2Example scenario 

Your friend tells you 
that Progress House 
Solutions has vacancies 
in the local paper.

3
Research: You look in the paper 
and find the vacancy your friend 
mentioned and after looking 
on the company website you 
update your CV and decide to 
apply online.

4
You’ve been invited to an 
interview. You now need to 
organise yourself to attend.

Progress House S o l u t i o n s Progress HouseWestwood Business ParkCoventry
CV4 8JQ

Tel:  024 7647 0033Fax:  024 7646 8080Email: info@phs.co.ukDear Jaswinder

RE: Administration Assistant
I am very pleased to confirm you have been short listed for the above role.

Your interview confirmation details are outlined below:Date: 29th October 2009
Time: 9.30am

Interviewer(s): Dev Kumar
The interview process should last approximately one hour and will consist of: 

• Interview
• Test (no preparation necessary)• Site tour

On the day of the interview we will need to verify your qualifications and also your eligibility to work 

in the UK. Please remember to bring the following documents with you to allow us to do this:

•  Proof of eligibility to work in the UK•  Original qualification certificates (highest level academic and/or professional qualifications) as 

outlined on your CV
Please confirm your attendance by contacting me by email - dev.kumar@pss.co.uk, or alternatively 

by calling me on 024 7647 0033 extension 5150. Please also let me know if you have any special 

requirements that you would like us to take into account on the day.
If you have any other questions please do not hesitate to contact me, otherwise we will look 

forward to seeing you on 29th October 2009.Kind Regards

Managing Director

Dev Kumar

www.phs.co.uk

5
What do I do next?

6 You need to decide how to 
get there on time. Is the 
company close enough to 
walk or will you need to drive 
or use public transport?

7You decide to get the bus 
to your interview. Use the 
timetable to find out which 
bus time would get you to  
the interview.

8
What should 
I wear?

9 From your research: Think 
about what the company 
image is and how perhaps you 
could dress to demonstrate 
this at an interview.

10 You attend the interview 
and are informed the next 
day that you have been 
successful – well done!


