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In order to be considered as an applicant you must submit a completed employment 

application in our on-line application system.  

Currently, your application is incomplete and will be removed from 

consideration for this position in one week's time if no additional action 

taken to complete the application.  

Please go to https://lehigh.hiretouch.com/ to complete your application for the above 

referenced position. 

In order to complete your application, you will need to:  

 Log into your profile 

 Select the start link under the title of the position that you have applied to and 

continue the application process 

 Once you complete the application (which includes the application, position 

questionnaire, and affirmative action form), you can upload any documents 

you choose (resume, cover letter, etc.) 

Some things to remember: 

 You can always change/update your profile 

 Once an application/document is submitted, you cannot make changes to it 

 You will receive emails throughout the process updating you on your status 

and other important information so it is extremely important to keep your 

email address current within the system. 

Thank you for your interest in employment with Lehigh University. 

 

https://lehigh.hiretouch.com/


 

Dear [[Applicant First Name]] [[Applicant Last Name]], 

Thank you for your interest in employment at Lehigh University. Applications must 

be complete in order to be considered for a position.  An email was sent previously 

advising you of the incomplete status of your application for the above referenced 

position. After at least a week of no apparent action on your part, we are removing 

your incomplete application from this particular applicant pool. 

You can continue your job search by visiting our website at 

https://lehigh.hiretouch.com/ for information on other vacant positions at Lehigh. 

 

Best wishes in your search for a job that offers you challenges and rewards. 

 

Thanks, 

[[Job Contact First Name]] [[Job Contact Last Name]] 

https://lehigh.hiretouch.com/


 

Dear [[Applicant First Name]] [[Applicant Last Name]], 

Thank you for your interest in employment at Lehigh University. While your 

background and experiences are noteworthy, we have decided to move ahead with 

other candidates whose qualifications more closely fit the department's needs. 

 

You can continue your job search by visiting our website at 

https://lehigh.hiretouch.com/ for information on other vacant positions at Lehigh. 

 

Best wishes in your search for a job that offers you challenges and rewards. 

 

Thanks, 

[[Job Contact First Name]] [[Job Contact Last Name]] 

https://lehigh.hiretouch.com/


 

[[Current Date Full]] 

 

 

 

[[Applicant First Name]] [[Applicant Last Name]] 

[[Applicant Street 1]] [[Applicant Street 2]] 

[[Applicant City]] [[Applicant State]] [[Applicant Postal Code]] 

 

Subject: [[Job Title]] 

 

Dear [[Applicant First Name]], 

 

Thank you for your interest in employment at Lehigh University. We are always 

honored when an alumnus or an alumna expresses interest in working at the 

university. Unfortunately, after a difficult selection process with a highly competitive 

pool, your application was not selected by the search committee to move forward 

within the employment process. 

 

As your alma mater, Lehigh is pleased to offer you the Alumni Career Solutions 

program. Alumni Career Solutions provides resources, advice, and access to the 

alumni network of over 26,000 Lehigh graduates. I hope you will consider taking 

advantage of this valuable alumni benefit. 

 

In the meantime, thank you again for your interest and best wishes in your search for a 

career that offers you opportunities to make the most of your Lehigh education. 

 

 

Sincerely, 

 

 

[[Job Hiring Manager First Name]] [[Job Hiring Manager Last Name]]  

Hiring Manager 

 

http://mylehigh.lehigh.edu/s/1127/indexRtCol.aspx?sid=1127&gid=1&pgid=295


 

 

 

Dear [[Applicant First Name]], 

 

Thank you for your interest in furthering your career at Lehigh. While we value your 

background and experience, in this particular hiring search, we have decided to move 

forward with another candidate. 

 

We hope you continue considering new opportunities at Lehigh by visiting the 

employment website at https://lehigh.hiretouch.com/. There, you’ll find the online 

application forms as well as information about other vacant positions. 

 

If you would like to enhance your future competitiveness as an applicant, Human 

Resources (HR) can help. The HR team offers assistance and programs in the 

following areas:  

 CareerPower – an interactive program filled with self-discovery and practical, 

easy-to-use tools for professional development 

 Career Values Self-Assessment – a tool to help you discover what parts of 

your career you value or find most satisfying 

 Designing an Effective Resume – help with reviewing the fundamentals of a 

cover letter and resume 

 Networking – help with forming contacts and maintaining relationships with 

people in a field of interest or profession you may want to pursue 

 Real Time Coaching – the HR workplace learning team make time on the first 

and third Fridays of each month to focus on you and where you are in your 

work life, professional growth, career interests, and more. 

You are also encouraged to contact Linda Lefever at extension 85195 or 

lip3@lehigh.edu if you would like to discuss your career with someone in HR. 

 

Best wishes in your search for a career that offers you challenges and rewards. 

 

Thanks, 

[[Job Contact First Name]] [[Job Contact Last Name]] 

 



 

[[Applicant First Name]] [[Applicant Last Name]] 

 

Thank you for the time you spent with us at Lehigh University. We enjoyed learning 

more about you and giving you the opportunity to learn more about Lehigh 

University.  

While your background and experiences are noteworthy, we have decided to move 

ahead with another candidate whose qualifications more closely fit our needs. Please 

continue to review our website at https://lehigh.hiretouch.com/ for information on 

other vacant positions at Lehigh.  

We appreciate your interest in Lehigh University. Best wishes in your search for a 

career which offers you challenges and rewards.  

Sincerely, 

 

[[HR Contact First Name]] [[HR Contact Last Name]] 

Human Resources Associate 

https://lehigh.hiretouch.com/

