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Email Template to Request an Intake Meeting:
From Recruiter to Hiring Manager

Hello Shane B Rosario,
Good day!

| would like to schedule a meeting with you this week to discuss the requirements and candidate
profile for the job position of Sodial Media Manager that we are about to open.

I woould require you to brief me information on the following points:
¢  Employment type

# Jobrequirements

* Jobduties

+  Evaluation methodologies

* Salary

If you have spedific people in mind that would be good candidates for this position, induding internal
candidates and past-applicants, please inform me 30 that | can reach out to them as soon as possible,




