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FUNNEL APPLICANTS INTO YOUR SYSTEM 

Goal: get your timeline from initial application to in-person interview to 5-7 business days. You 
will increase your hiring conversation rate exponentially. Timeliness is KEY. 
 
 
 
 
 
 
 
 
 
 

The more quickly you can respond to a candidate, have them book a time, and get them into your 
office to shadow, the more likely you are to have your offer accepted and get them off the job 
market before someone else woos them away. 
 

The key here is to not waste your time with half a dozen individual interviews. You want to get all 
candidates to go through the same system i.e. booking on your calendar and screening them 
through the group interviews.  
 

Email Template: 
Subject: Thank you for applying! Here are your next steps. 
 

Hello [First Name],  
 

Thank you for your interest in joining my agency. 
 

The next step is to book a 30-minute video information meeting with me here [calendar link] where 
you will learn more about [me/agency] and [I/we] will learn more about you. 
 

In preparation for that meeting visit our website at [URL] to get to know our team and culture.  
 

If you would like to separate yourself from the crowd, you can choose to click the Apply button and 
take a short aptitude test before our meeting. 
 

 I look forward to connecting soon. 
 

Sincerely,  
[Signature] 
 
Agency Owner 
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