
Career Assignment: HR Advisor 
 
Task: You’ve Got Mail! 
 
A really important part of HR Advisor is to communicate 
really well with lots of different levels of staff, from 
apprentices to directors.  
 
Today you are going to write a formal letter inviting an 
employee to an important meeting! 
 
It must include:  

● Time 
● Place 
● Date 
● Formal tone 
● Professional language 

 
But the reason for the meeting and the business is up to 
you! For example, I might write a letter to Mo Salah 
asking him for a meeting regarding his latest performance.  
 
Please make it as authentic as you 
can though - I’ve included an 
example here to remind you of 
layout.  
 
You need their address, yours and 
the date at the top of the letter.  
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