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Agenda

1. Merit Hiring Plan Update
o New JOA standard language

o Two-page resume limit

2. VET feedback survey

3. Applicant communications journey map 
that highlights communication pain 
points and opportunities for 
improvement
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Merit Hiring Plan Update: New JOA Standard Language

• The USAJOBS program office added standard language to job opportunity 
announcement (JOA) templates to comply with the Merit Hiring Plan

• These changes were applied to all JOAs opened on or after 7/18/25:

o The Additional Information section now contains: 

 Candidates should be committed to improving the efficiency of the Federal government, 
passionate about the ideals of our American republic, and committed to upholding the rule 
of law and the United States Constitution. 

o The Equal employment opportunity policy in the Fair and Transparent section has updated 
content: 

 Candidates will not be hired based on their race, sex, color, religion, or national origin. 
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https://chcoc.gov/sites/default/files/Merit%20Hiring%20Plan%205-29-2025%20FINAL.pdf
https://help.usajobs.gov/equal-employment-opportunity


Two-page Resume Limit
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Merit Hiring Plan Update: Two Page Resume Limit

• The Merit Hiring Plan requires federal agencies to limit resumes to two pages.

• USAJOBS is planning to implement changes that ensure all applicant resumes 
are two pages or less on September 27, 2025.

• OPM will publish guidance on the Merit Hiring Plan and the two-page resume 
limit soon.

• Talent Acquisition Systems that accept resumes outside of USAJOBS should 
take steps to enforce the two-page resume limit. 
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Preparing Job Seekers

USAJOBS will help ensure job seekers are aware of these changes by: 

• Posting banners on USAJOBS that notify job seekers of this upcoming change and 
encourage job seekers to act now to reduce their resumes to two pages or less 

• Updating Help Center content

• Updating sidebar help content where resumes are created/uploaded

• Posting updates and other resume best practices on the USAJOBS’s LinkedIn page 
(follow us here USAJOBS | LinkedIn)

• Emailing job seekers who have searchable resumes informing them of the new 
two-page resume limit
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https://www.linkedin.com/company/usajobs


Existing Resumes stored in 
Seeker Profiles

• USAJOBS will validate the page length of 
all resumes stored in the job seeker’s 
profile (uploaded and builder resumes).

• The job seeker will need to take action on 
resumes stored in their profile based on 
the resume length and status (e.g., Ready 
for use, too long, etc.).

• Job seekers will need to mark a new two-
page resume searchable.

7This is a mock-up and subject to change.



New Resumes Uploaded to Seeker 
Profiles

• After the two-page resume requirement goes into 
effect, all new uploaded resumes to USAJOBS 
will be converted to PDF before being accepted 
into the job seeker's profile.

• USAJOBS will continue to accept the current file 
formats and current file size limits will still apply.

• The job seeker must review the pdf version of 
their uploaded resume before they can save it in 
their profile.

• USAJOBS will not allow the resume to be saved in 
the profile if it exceeds two pages.
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Resume Builder Resumes
USAJOBS will streamline the layout of the resume builder and convert all builder resumes to 
PDF.  The following fields will be available in USAJOBS builder resumes*:

• Required fields:  

o Contact information: Name and how best to contact you (email and phone)

o Relevant work experience: should align to the JOA and address all required 
qualifications and include job title, employer, start/end dates, number of hours 
worked per week

o Education, certification or licensure: If required, education should include 
school/institution name, completion date, degree type and GPA

• Optional fields: current security clearance, job-related training, language skills, 
organizations/affiliations, professional publications and references

• Removed fields: availability, location preferences, salary, street address
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*Applicants will be guided to include this same content in uploaded resumes to drive consistency.
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Resume Builder Mock-up Builder Resume PDF Mock-up



Searchable Resumes and Campaigns in ATP

• All searchable resumes and resumes added to campaigns will be removed from the Agency Talent 

Portal on 9/27/25.

• USAJOBS is communicating with job seekers that have a searchable resume to take action on the 

resumes stored in their profile and mark one resume searchable after 9/27/25. 
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Timeline for Agency Action
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Today (8/20/25)

USAJOBS prepares 
agencies and job 
seekers for two-
page resume 
solution

Friday 9/26/25

• Agencies must close all JOAs 
on or before this date, including 
Open Continuous JOAs

• ATP users can download 
resumes or export candidate 
contact information from 
campaigns before this date

Saturday 9/27/25

• USAJOBS releases the 
technical two-page 
resume solution

• All searchable resumes 
and resumes in 
campaigns are removed 
from ATP 

Monday 9/29/25

• Agencies may commence 
opening JOAs; the 
requirement for 
submitting a two-page 
resume should be clearly 
stated in the “how to 
apply” section of all JOAs 
that open on or after 
9/29/25

• Agencies can encourage 
job seekers to mark a new 
resume searchable

• Agencies can start resume 
mining and creating new 
campaigns

• If agencies want to open a JOA prior to 9/26/25, the 
agency must allow sufficient lead time to meet the 
minimum open period requirement.

• USAJOBS will send detailed information to agencies and 
Talent Acquisition Systems ahead of the release date.



Merit Hiring Plan Resources
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Online Resources for Agencies 
• Merit Hiring Resources Page

o Merit Hiring Plan

o Fact Sheet: OPM Launches Merit Hiring Plan to Modernize Federal Workforce and Restore Accountability

o Guidance on Using the Four Short Essay Questions

• Executive Order 14170 - Reforming the Federal Hiring Process and Restoring Merit to Government Service

• Public Law 118-188 – Chance to Compete Act

• OPM Delegated Examining Operations Handbook
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https://www.opm.gov/policy-data-oversight/hiring-information/merit-hiring-plan-resources/#url=Overview
https://chcoc.gov/content/merit-hiring-plan
https://content.govdelivery.com/attachments/USOPM/2025/05/29/file_attachments/3275471/Merit%20Hiring%20Fact%20Sheet%20FINAL%20PDF%20VERSION%205-29.pdf
https://content.govdelivery.com/accounts/USOPM/bulletins/3e5f668
https://www.federalregister.gov/documents/2025/01/30/2025-02094/reforming-the-federal-hiring-process-and-restoring-merit-to-government-service
https://www.govinfo.gov/app/details/PLAW-118publ188
https://www.opm.gov/policy-data-oversight/hiring-information/competitive-hiring/deo_handbook.pdf


The Merit Hiring Learning Series
OPM Talent Team

Upcoming Events

August 21 – OPM Tools: This session will educate attendees on the OPM system 
features and tools that will help agencies implement the Merit Hiring Plan.

September 15 – Pooled & Shared Hiring (including Candidate Inventory): Overview 
of pooled hiring, such as the benefits, the authorities that allow pooled hiring and the 
OPM tools that facilitate pooled hiring.

September 16 – USAJOBS Agency Talent Portal Overview: Learn how to access and 
navigate the Agency Talent Portal (ATP) to use features, such as resume mining, 
campaigns, events, Talent Programs and Talent Pools.

Virtual events are hosted on MS Teams Townhall. Depending on your agency’s 
network, the Teams Townhall features may not be available to you.

The U.S. Office of Personnel Management (OPM) is pleased to provide a free, government-wide learning series to 
support HR professionals, Talent Team members, hiring managers, and agency leaders in effective 

implementation of the Merit Hiring Plan.

Must have a .gov or .mil email to register on Eventbrite.
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https://www.eventbrite.com/cc/opm-merit-hiring-learning-series-4433703


Veterans Eligibility Tool
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Veterans’ 
Eligibility Tool

The job seeker can learn about 
their veteran’s or military 
spouse preference by 
responding to questions 
regarding their military service 
or affiliation 

The VET does not verify 
veterans or military spouse 
preference - it is an educational 
tool only

The VET is accessed from the 
USAJOBS profile
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VET Feedback 
Survey

• We are looking for 
feedback and ways to 
improve our VET!

• Please fill out the 
feedback survey once you 
try out the tool by 
pressing the “Help us 
improve” button in the 
bottom right corner of 
your results page
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Top recommendations and journey map 
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By Elizabeth Ferguson, USAJOBS design researcher

August 2025

Applicant Communications and Notifications Design Research

EXTERNAL
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Contents
• Recap of research

• Journey map

• Top recommendations

• Appendix: Example emails for inspiration 

• Delivered by email: Journey map and this presentation deck 

Journey map Top recommendations Examples you can reference



21

Recap of research
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We finished the research.

USAJOBS conducted 40 interviews with job seekers, applicants, new hires and staff about 
notifications and communications.

We presented the main research findings at the April 2025 USAJOBS Comms meeting. 

You can email USAJOBSEngagement@opm.gov for a copy of the original report.

mailto:USAJOBSEngagement@opm.gov


We should be treating emails 
with the same care that we 
do our public-facing 
webpages.

Emails are the glue that hold 
together the application 
process for candidates.
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Today, we're focusing on a few of the main takeaways.

• We heard most loudly and clearly about cold, 
robotic, and receipt-like job application status 
emails (also known as "statuses," "notifications," or 
the "four required touchpoints").

• Many of these emails are perceived as hurting, and 
not helping, the reputations of federal agencies and 
recruitment relationships that hiring teams are 
working so hard on.

• Many emails that we saw are very similar to 
templates provided by talent acquisition systems 
that were only meant to demonstrate functionality.

The rest of the takeaways are in the original report. This includes other 
types of emails across job seekers and new hires and closely related 
online touchpoints on USAJOBS.gov and Agency Talent Portal.
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Here are a few examples.

These are typical job application status emails.

They appear voiceless, brandless, and possibly like 
spam. 

Even reading the emails carefully, it's hard to know:

• What happened (Is the application moving forward or its not?)

• What you're supposed to do (Wait, visit your application 
status webpage, learn more about the agency, keep applying to 
jobs)

• What you should expect next (Either you'll get an interview, or 
you won't get an interview, and in that case, you'll get another 
email saying that someone else was selected).

• What some words even mean. Technical terms are 
appropriate with colleagues, but applicants can't be expected 
to rely ONLY on these terms without definitions or alternatives. 
(For example: notice, record of the results, updated status, 
eligible, tentatively, minimally, qualified, series, grade, self-
rating, and requested consideration.)
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We made a journey map. 

We made a map so that we can more easily see where we can each improve applicant 
communications.

We'll walk through highlights in a few slides.



Meanwhile, the Merit Hiring Plan was released.

The Merit Hiring Plan has great language regarding this topic:

Applicant communications is one of seven major goals of the 
Merit Hiring Plan:

"Improve communication with candidates to provide greater clarity regarding 
application status, timelines, and feedback, including regular updates on the progress of 
applications and explanations of hiring decisions where appropriate."

Section III. Improving the Job Application Process:

"To improve communication with candidates throughout the hiring process, OPM will 
require automatic generation of USAJOBS and USA Staffing notifications for applicants 
at key stages of the hiring process, instead of relying on agency HR professionals to send 
notifications."

Section III. Improving the Job Application Process:

"Send timely communications to applicants about their application status. Applicants 
should receive notifications for each applicable stage of the hiring process, including 
application acceptance, determination of qualifications, issuance of certificates to the 
hiring manager, and selection or cancellation of announcement. Agencies should use 
data analytics to verify applicant notifications were sent.

Provide clear communication to applicants and develop improved application processes 
that are user-friendly, accessible, transparent, efficient, and responsive to the public."
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The plan has details about the timing of job application 
status emails. This is excellent. 

But the content and display of 
these emails matter just as much, if 
not more, than the timing. 

In addition, what matters is not just job 
application status emails. 

There are other emails types, missing email types, and 
online touchpoints that can be enhanced, too.

We are confident in all of this because of the extensive 
research we did.
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It is not so easy to just update thousands of template emails across all federal agencies and systems, 
all at once or one by one.

However, the problems we heard about will not go away until email templates are upgraded. 

We hope the information today will help you further satisfy the Merit Hiring Plan.

This is a challenging problem space to solve for. 

The journey map can help you 
decide where to apply your efforts.

Top recommendations can help you 
decide what to do. 28
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Journey map



A walkthrough of the map

Highlight #2: 

Outdated templates

Highlight #3: 

Job application status emails

Keep in mind that 
there is more in 
here that might 
relate to your 
work.

Highlight #1: How to use the map

30
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Highlight #1: How to use the map

There are seven phases in the map. 

To use the map, choose a phase that you focus on and read from top and  bottom.



32

Highlight #2: Outdated templates

• Over time, staff add templates, statuses, and tasks into the 
administrator area of systems.

• These become data elements that are reused by HR 
Specialists.

• Later on, this is what job seekers, applicants and new hires 
are shown.

Staff who created or are responsible for template content 
may not be the staff who handle day-to-day applicant 
inquiries.

This content may become outdated without upgrades. 



Highlight #3: Job application status emails
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After they apply, applicants may have wondered, worried or totally forgotten 
about their applications by the time they receive application update emails. 



Highlight #3: Job application status emails
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These emails are cold. They look and sound like receipts. I 
struggle to understand even the most basic information in 
them because of the words used. 

They make me feel ghosted. 

- Applicant

These emails are like ominous robots that interrupt the 
lovely conversations with my applicants that I work so hard 
on.

- Hiring team member

It’s hard to prove it, but these system emails may contribute 
to the frustrated, if not mean tone, of some of the applicant 
emails I receive. 

Applicants may forget that real people are responding to 
emails.

- HR Specialist

We are creating our own conspiracy theories. We wonder if 
HR is just hiring their buddies. Because HR is not 
debunking us. They are not explaining enough about how 
they look at applications. 

- Applicant

These emails cause the greatest pain points for applicants and take away 
from everyone's hiring goals. 

(The quotes below are not direct quotes, but amalgamations of what we heard loudly and clearly.)
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Top recommendations

How can we help each other send great emails on time? 
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Top recommendations
Upgrade the *content* of your own email templates, piece by piece. 

Other recommendations to consider
Improve the *display* and *timing* of emails with talent acquisition system functionality.

General awareness
Texting guidelines

How can we help each other send great emails on time? 
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7

Top recommendations: Upgrade the *content* of your own email templates, piece by piece. 

Work Next Step 

Upgrade the first and/or last job 
application status email 
templates. (And remove old 
templates.)

1) Application acknowledgement and/or 2) Disposition (you were not selected) email types
• Rewrite them.
• Don't start from scratch. Use examples in the Appendix (includes NASA Pathways! ) Gather more. 
• Share content with real job seekers and get their feedback.
• Add to your TAS admin area. 
• Remove old templates.

Upgrade remaining emails. (And 
remove old templates.)

1) Eligibility 2) referral OR 1+2) eligibility and referral combined
• Same but harder 

Add other missing email 
templates.

Identify and publish missing email templates, such as:
• "No updates yet" to applicants who are waiting
• Check-ins for new hires 
• Revised tentative job offer
• Canceled announcements
• Subsets of job application status email types for "other" types of hiring, e.g. pooled and direct hire

Find community while you work 
on this hard project, if needed.

Lean on your federal HR community and job seekers
• Share examples with your federal agency HR colleagues
• Share content with real job seekers and get their feedback

Identify other ways OPM can 
mandate and help, if needed.

Have a discussion
• Beyond the recent memo and executive order, how else can OPM mandate or encourage improvements to 

the content, display and timing of emails that HR are sending to applicants? 
• Email USAJOBSEngagement@opm.gov with any of your ideas.
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• Note that we haven't user tested these emails to validate them. 

• Still, they appear to meet needs across the wide variety of participants we spoke to.

• There are easier to read versions are in the Appendix.

Next few slides: a few promising emails taken from the 
Appendix
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This example shows how you can: 

• Add a human touch, even when your 
email is sent in bulk.

• Find a nice way to say that if you 
meet our requirements, we'll be in 
touch.

• Build on the recruitment 
relationship with useful links.
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This example shows how 
you can: 

• Sound gracious and 
encouraging while 
delivering bad news.

• Explain in direct terms, 
like a real person 
would, that they did 
not get it because 
someone else got it, 
but that they could still 
get selected.

• Use "Sincerely" to 
indicate real people are 
involved.

• Bold your hiring team 
name to give the 
impression of a logo.
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NASA Pathways - Eligibility / Referrals (Combined Notice of Results AND Notice of Referral)

Dear _____,

We appreciate your interest in the position at NASA, advertised under vacancy announcement _____.

Your rating is: _____

If you are eligible and your application was not referred, it is because you were not among the best qualified candidates. Please note that the grade 
for which you were considered is a result of the academic level you indicated in your responses to the application questionnaire.

To determine which applicants were referred, we reviewed:
• Your responses to the application questionnaire
• Your results of the USAHire assessment
• Any relevant supporting documents

Please note that we cannot change your responses or consider additional information or documentation should you think you provided an 
insufficient application package in error.

You can view your application package—including your responses to eligibilities, preferences, and assessment questionnaires—in your USAJOBS 
account on the application status page. You can also monitor the status of the announcement through your USAJOBS account.

What happens next?
• If you were not referred, you will receive no further status on this announcement.
• If you were eligible and referred, you may or may not be contacted for an interview. You will receive an email informing you of the final disposition 
of your application.
• All referrals are considered tentatively eligible until such time as requirements can be verified by the Center's determination that you meet their 
eligibility requirements, as well as the NASA Staffing Services Branch's final review of your application package and official transcripts.
• We expect all selections and job offers will be made no later than 60 days prior to the proposed start date for this internship. If you have not been 
contacted by this time, you will not be selected for a position.

If you have any questions regarding this notice, contact _____ at _____ or _____.

For more information about NASA's Pathways Programs, please visit:
https://www.nasa.gov/careers/pathways

Sincerely,
NASA Staffing Services

PLEASE DO NOT RESPOND TO THIS EMAIL MESSAGE. IT IS AUTOMATICALLY GENERATED.

This example shows 
how you can handle a 
complicated email like 
the combined eligibility 
and referral results 
email. 

This email manages to:

• Explain to many 
candidates in 
multiple scenarios, 
what just happened 
and what will happen 
next.

• Provide a timeline.

• Still use HR 
terminology but with 
sensible 
explanations.

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nasa.gov%2Fcareers%2Fpathways&data=05%7C02%7CElizabeth.Ferguson%40opm.gov%7C7c78e85321bb49e3883a08ddb335750f%7C844ef9977b6348f0882a7dc8162e363b%7C0%7C0%7C638863764379065919%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=xqZ%2Bo5Rhax6tFSm0tcW7K9JfHYFui7fOn2dXtfWeh%2Fg%3D&reserved=0
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There are more examples in the Appendix.

Examples of great emails

Examples you can reference



• Be kind and warm. Use an encouraging tone. Where possible, use an appealing layout or 
design, even if this means adding HTML to emails over time.

• Be easy to understand. Use different words, or explain technical HR language, even if it's hard 
to do.

• Set expectations. Spell out what will happen next, from the candidate's point of view, not 
only yours.

• Be honest. Be up front about what may not happen, even if it's hard to do.

• Build your reputation. Link to helpful resources. Show people where to learn more.

• Write and design for people who know less, not more, about federal hiring. 

• Visualize the steps. When possible, use visuals to show at a glance how all of hiring works 
in federal government, not just the part you specialize in.
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General principles for writing and setting up emails
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Other recommendations to consider
Improve the *display* and *timing* of emails with talent acquisition system 
functionality

General awareness
Texting guidelines

How else can we help each other send great emails on time? 
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Work Next Step 

Improve the 
*display* and 
*timing* of emails 
with talent 
acquisition system 
functionality

• Work with your account manager to ensure you're leveraging 
current functionality (email functionality, reminders)

• Over time, discuss enhancements that can help further (e.g. 
HTML, stronger branding, system-prepared drafts)

Other recommendations to consider
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Work Next Step 

Guide texting conversations Advise each other when it comes to adding any future texts
USAJOBS’s texting API will be live soon and you can speak with your account manager about using 
it through your talent acquisition system.

Generally
• More texting at all times, in all corners of federal hiring, is not better. 
• User test the end-to-end experience of new texts.
• Continue to find ways to increase trust in our texts.

Specifically
• Don’t text job search results.
• Don't text reminders to finish applications or assessments (unless you research a specific 

business case).
• Don’t text about job application status updates.
• Do text about interviews.
• Do text about tentative job offers.
• Do text about only the most critical onboarding task(s).
• Don’t complete tasks over text between the applicant and HR Specialist.
• Don’t text the final application update.

Texting guidelines
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Concepts that visualize recommendations: 
Appealing job application status emails

Simple language, visually 
appealing, and a button

Visual timeline Help section and  
customized footer

Full email



48

Next steps
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Next steps
• We will share out this deck, journey map and top recommendations after this meeting.

• The Appendix has more email examples to reference.

• Please reuse the journey map for your own planning purposes.

• We purposefully designed it so that you can reuse for other topics. You can place the 
PNG into PowerPoint or a whiteboarding tool and crop out the bottom rows.

Crop journey map for reuse
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Next steps

• What would help you tackle improving applicant communications?

• Please USAJOBSEngagement@opm.gov with any of your ideas.
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Thank you

Elizabeth.Ferguson@opm.gov
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Appendix
Inspiration for job application status emails
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NASA Pathways - Application acknowledgement email
(Thank you for applying and what to expect)

Subject: Your Application Was Received

Dear_____,

We have received your application for the following job:
• Job Title:
• Announcement:
• Pay Plan:
• Series:
• Grade:
• Open Date:
• Close Date:

You will be notified of the final disposition of your application once the selection process is complete. You can monitor the 
status of the announcement through your USAJOBS Account on the application status page or by following the 
link: Announcement Status.

If you wish to update or change your resume, supporting documents, or answers to any of your biographic information, you will 
need to update your application at USAJOBS before the closing date shown above.

Sincerely,
NASA Staffing Services

PLEASE DO NOT RESPOND TO THIS EMAIL MESSAGE. IT IS AUTOMATICALLY GENERATED.
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NASA Pathways - Eligibility / Referrals
(Combined Notice of Results AND Notice of Referral)

Dear _____,

We appreciate your interest in the position at NASA, advertised under vacancy announcement _____.

Your rating is: _____

If you are eligible and your application was not referred, it is because you were not among the best qualified candidates. Please note that the grade for which you were considered is a result of the 
academic level you indicated in your responses to the application questionnaire.

To determine which applicants were referred, we reviewed:
• Your responses to the application questionnaire
• Your results of the USAHire assessment
• Any relevant supporting documents

Please note that we cannot change your responses or consider additional information or documentation should you think you provided an insufficient application package in error.

You can view your application package—including your responses to eligibilities, preferences, and assessment questionnaires—in your USAJOBS account on the application status page. You can also 
monitor the status of the announcement through your USAJOBS account.

What happens next?
• If you were not referred, you will receive no further status on this announcement.
• If you were eligible and referred, you may or may not be contacted for an interview. You will receive an email informing you of the final disposition of your application.
• All referrals are considered tentatively eligible until such time as requirements can be verified by the Center's determination that you meet their eligibility requirements, as well as the NASA Staffing 
Services Branch's final review of your application package and official transcripts.
• We expect all selections and job offers will be made no later than 60 days prior to the proposed start date for this internship. If you have not been contacted by this time, you will not be selected for a 
position.

If you have any questions regarding this notice, contact _____ at _____ or _____.

For more information about NASA's Pathways Programs, please visit:
https://www.nasa.gov/careers/pathways

Sincerely,
NASA Staffing Services

PLEASE DO NOT RESPOND TO THIS EMAIL MESSAGE. IT IS AUTOMATICALLY GENERATED.

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nasa.gov%2Fcareers%2Fpathways&data=05%7C02%7CElizabeth.Ferguson%40opm.gov%7C7c78e85321bb49e3883a08ddb335750f%7C844ef9977b6348f0882a7dc8162e363b%7C0%7C0%7C638863764379065919%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=xqZ%2Bo5Rhax6tFSm0tcW7K9JfHYFui7fOn2dXtfWeh%2Fg%3D&reserved=0
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NASA Pathways - Disposition Letter (you did not get the job)
(For referred but not selected applicants)

Dear ,

Thank you so much for your interest in the _____ position at NASA, listed under vacancy announcement _____.

While your resume was referred to the selecting official, another applicant was selected for the _____ position 
in: _____.

Although you were not selected for this opportunity, as similar vacancies are identified, additional selections may 
be made.

We truly appreciate the time and effort you invested in applying and encourage you to explore other exciting 
opportunities with NASA. You can learn more and apply for future roles by visiting Careers at NASA.

If you have any questions or need further assistance, please don't hesitate to reach out to the _____ at _____ 
or _____.

Thank you again for considering NASA in your career journey!

Sincerely,
NASA Staffing Services

———————————————————————————————————————————————
PLEASE DO NOT RESPOND TO THIS EMAIL MESSAGE. IT IS AUTOMATICALLY GENERATED.
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Microsoft - Application acknowledgement email
Subject: Thank you for your Application!

[Microsoft logo]

Hi, ______, 

Thank you for applying to the ______ (Job number:______) position at Microsoft!  We're glad you're interested in a career at Microsoft and we're here to help you find a 
perfect fit.

You may not receive feedback from us on your application directly, but please know that it’s being evaluated, and you’ll hear from us as soon as the review process is 
complete. If you’re selected for an interview, you’ll be notified by someone on the recruiting team.

You can view your application status updates through your Action Center. If you see the job moved to an Archived state, that means the position is either no longer open, 
you withdrew from consideration, or you were not selected for the role.

You may notice that we move your application from one role to another. This may happen a few times and is a normal part of our recruiting process. So, if you see the job 
you applied to in an Archived state, and a new job listed as Active, please know that this is normal and does not negatively impact your candidacy in any way.

How’s your profile?

A key part of the review process is evaluating your profile in relation to the job requirements, so please make sure your profile is accurate and extensive – it’s our first step 
in getting to know you! You can build your profile anyway you’d like – you can import it from LinkedIn, manually update it, or import/attach a resume. The most important 
thing is that your profile tells your story!

We encourage you to check back frequently and continue to look for opportunities that match your interests, as new jobs are being posted regularly.

Thank you,

Microsoft Recruiting

This mail is sent from an unmonitored mailbox. Please do not reply. 

Microsoft respects your privacy. To learn more, please read our Microsoft Data Privacy Notice.

[Social media links]



57

Airbnb - Application acknowledgement email
Subject: Thank you for applying to Airbnb!

Hi _____,

Thank you for your interest in _____ role; your application is in good hands! One of our recruiters will personally 
review it and get back to you within a few weeks. We know how much time and energy go into applying for a job - 
congratulations on taking this first step!

If you have any questions about the hiring process at Airbnb, you might find the answers on our common 
questions [LINK] page.

Thanks again for your interest and application; we'll be in touch soon!

Regards,

Airbnb Recruiting Team

[Logo]



58

Notion - Application acknowledgement email
Subject: Thank you for your interest in Notion

Hi _____,

Thank you for applying to _____ - we appreciate your interest in joining our team! If our team thinks you could be 
a good fit for the _____ position, we'll reach out. Due to the high volume of applications, we may not be able to 
respond to everyone.

In the meantime, sit back, relax, and check out our Tools & Craft blog for insight into our team's work. And if you 
haven’t used our product before, follow this link and get started with Notion for free!

Best,

Notion’s Recruiting Team

[Logo]

Explore #LifeatNotion

*Please note: Do not reply to this email. This email is sent from an unattended mailbox and replies are not read.
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Notion - You are not moving forward email

Subject: Thank you for applying to Notion, _____!

Hi _____,

Thanks for your thoughtful application - it has been great learning more about you. 

Unfortunately, we will not be moving forward with your candidacy for our _____ position. Please keep an eye out 
on our Careers Page and follow us on LinkedIn. Opportunities that more closely align with your skillset may open 
up in the future and we'd be more than happy to reconnect when the timing is right.

Wishing you all the best on your search in the meantime.

Warm regards,

Notion's Recruiting Team

[Logo]
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Thank you for 
attending!

Subscribe to our USAJOBS Program Office 
bulletins to receive information on new 
features, downtime and free trainings:

• USAJOBS Communications

• ATP Communications

Send an email to USAJOBSEngagement@opm.gov 
if you have any questions or issues.

Contact Information:

Megan Arens
USAJOBS Customer Experience Manager
Megan.Arens@opm.gov

Raima Roy
USAJOBS Engagement Analyst
Raima.Roy@opm.gov

Join us for our next forum
In October!

https://public.govdelivery.com/accounts/USOPM/subscriber/new?topic_id=USOPM_152
https://public.govdelivery.com/accounts/USOPM/subscriber/new?topic_id=USOPM_153
mailto:USAJOBSEngagement@opm.gov
mailto:Aaron.Cullen@opm.gov
mailto:Raima.Roy@opm.gov
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