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Billy Lewis, 
Administrative Assistant to Carter Burke Vice President Weyland-Yutani Manufacturing, 
1111 1st Division Boulevard, Suite 314, New York, 
New York 55555-1111.

15/09/2020

Trevor Wierzbowski, 
628 Danny G. Wilson Drive, Apartment 9642, Queens, 
[bookmark: _GoBack]New York, 54444-9812.
Dear Trevor,
We appreciate that you took your time to apply for the position of Junior Executive Intern at our company. We received applications from many suitable candidates.  The successful applicant was expected to work closely with the vice president in executing various administrative activities. This, therefore, made the selection of candidates more rigorous and having many requirements. I am sorry to inform you that after reviewing your resume and application materials, we have decided that we will not let you proceed as a finalist for the job.
The company’s selection and hiring team has had to reject several other exceptional applicants in order to settle for the most suitable candidate. The main reason for rejecting your application is that you are a first-semester junior while many of the other applicants are more experienced and have higher academic qualifications. We saw it better to allow you more time to concentrate on your studies, finish schooling, and gain some professional experience. We will otherwise keep your resume on record and reach out to you regarding future opportunities that we shall find a better fit for your skills and experience.
We appreciate your interest in working for our company. Please consider applying for other job postings in the future should you feel qualified. Thanks again for your interest in working for our company.
We wish you the very best in your search for another job. We hope to have a privilege to consider you for a different role at our company in the future.
Regards
Billy Lewis, 
Administrative Assistant to Carter Burke Vice President Weyland-Yutani Manufacturing, 
Signature
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