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Contacting Candidates

You should always start by calling a candidate. There are two reasons you should do 
this. First, you can find out if they are still interested in the opportunity at your store. 
Secondly, you can confirm an interview date, time, and place to schedule the 
interview.

1.  Start on the candidate’s profile page and 
call the phone number they have listed. 

Pro Tip: Create a generic script that includes 
any information a candidate might need- 
especially if you leave a voicemail.  

Calls and voicemails should include:  
• Your name 
• Position 
• Store name and number 
• Title of job your interviewing for 
• Phone number they can reach you at
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After calling the candidate, you should follow up with an email generated in Workday. 
That way, the candidate has your information in case they need to reschedule or 
cancel the interview.  

1. Choose Actions from the left column 
of the candidate’s profile page.

2. Choose Candidate Actions 
then Send Message from the 
menus

3. Choose the Job Requisition 
you will interview this 
candidate for.

4. Choose the Goodwill 
Branded Candidate Message.
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5. Choose the Interview 
Confirmation Template.

Based on the template you chose, the 
Subject and Body will autofill. 

Note: You will have to fill in some information 
in the Body template. Use the double arrow in 
the right hand corner to expand the message 
so you don’t miss any information. 

Edits:  
• Date of Interview 
• Time of Interview (include timezone) 
• Interviewer name & title 
• Store location information 
• Optional: any information from your 

conversation or voicemail that you’d like to 
add to personalize the template

Note: your email will be hidden. 
The candidate will see the 
highlighted return address.

6. Fill in your email so you will 
receive the candidate’s reply.

7. Add any relevant or 
necessary attachments and 
choose OK.
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