Date as postmarked

Subject: Personal Assistant Ref:  
Dear 
I am writing to invite you to an interview for the post of Personal Assistant. The interview will take place on [day] the [date] of [month] at [time] and will last approx 40 minutes. It will take place at the following address: (Please see map enclosed)
……………………………………………………………………………………………………………………………………………………………………………………..

If you have any difficulty in locating the above address please call: …………..

In line with UK Prevention of Illegal Working Regulations (2004), please bring a copy of the following (see attached sheet) with you to the interview.
I look forward to seeing you on the [date]
Yours Sincerely,

Please bring the original plus copy as outlined on the list below:

· UK passport

· A passport from Commonwealth countries indicating person is entitled to live in the UK

· A passport or national identity card which is issued by the European Economic Area Agreement (or Switzerland)

· A UK residence permit issued by the Home Office

· A registration card issued by the Home Office which states that the holder is entitled to take up employment in the UK.
OR

Two documents from the following list

· A document issued by Inland Revenue, DWP, Jobcentre Plus, containing permanent National Insurance numbers

Plus

· A full birth certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s parents.

OR 

· Birth certificate issued by Isle of Man, Channel Islands or Ireland.

Combination 2

· A work permit issued by Work Permits UK

Plus

· Passport or travel document giving permission to enter/retain in the UK and take up work permit employment.

OR

· A letter/ISD & UK residence permit issued by Home Office confirming same.

Please note: This list is not exhaustive. If you are having difficulty producing any of the above documents please discuss with your potential employer.
