



1. Send this letter after you’ve spoken to the contact first (preferable). 

See instructions in brackets and remove prior to finalizing the letter.  Remember to remove the watermark!
Date
[Merge in Name

Address

City, State]

Dear:



                          


           

It was a pleasure speaking with you on _________ to discuss our current search for an Associate Professor in Department Name at the University of Massachusetts Lowell. 

You may recognize the attached announcements from hard copy appearing in ___________________________________________ [insert name of publication and if available attached a copy of the ad as it appeared in that publication, or list website. EOO provide you that information if it’s an ad we coordinated.]  We also advertise positions on Higheredjobs.com to increase our outreach to diverse candidates who use this website to request job alerts.  For the complete job posting and information on employee benefits, please visit the University of Massachusetts Lowell Human Resources website at 

www.umml.edu/hr. 

 I again encourage you to consider this opportunity for yourself or for colleagues in your network. We are actively seeking candidates whose accomplishments compliment the university’s commitment to broadening diversity.  We believe that a diverse campus is essential to serve our communities effectively while enhancing the working and learning environment of our campus.  
Please feel free to contact me with any additional questions about this excellent opportunity.  

Best Regards,

Your Name, title

Department

Diversity Team Member

Contact Info including e-mail address

2. Send this letter if you were unable to make telephonic contact.   If that happens, 
leave a message on the voice mail with your name, etc.  Say you’re a member of our Diversity Team and indicted that you will contact them by letter.  See instructions in brackets and remove prior to finalizing the letter.  Remember to remove the watermark
Date

[Merge in Name 

Address
City State]

Dear:



                 


             

I write as a member of the University of Massachusetts Lowell Diversity Team to advise you of our current search for an Associate Professor in Department Name. 

You may recognize the attached announcements from hard copy appearing in ______________________________ insert name of publication and if available attached a copy of the ad as it appeared in that publication , or list website. [EOO will provide you that information if it’s an ad we coordinated.]   We also advertise positions on Higheredjobs.com to increase our outreach to diverse candidates who use this website to request job alerts. For the complete job posting and information on employee benefits, please visit the University of Massachusetts Lowell Human Resources website at 

www.umml.edu/hr. 

I encourage you to consider these opportunities for yourself or for colleagues in your network. We are actively seeking candidates whose accomplishments compliment the university’s commitment to broadening diversity.  We believe that a diverse campus is essential to serve our communities effectively while enhancing the working and learning environment of our campus.     

I will contact you by e-mail during the week of ____________________to answer any questions you may have about these excellent opportunities.  If that is not convenient for pleases feel free to contact me with alternate times.  I look forward to hearing from you. 

 Best Regards,

Your Name, title

Department

Diversity Team Member
Contact info including e-mail address

