date
Dear firstname lastname,

You recently submitted an application for announcement HHS/NIH-200X-XXXX.  To receive consideration for this vacancy you must visit https://jobs.quickhire.com/scripts/hhs.exe/ and complete the online application process before the closing date.  The steps for applying online are outlined below:

1. If you have never used the HHS Careers (QuickHire) system you will need to register as a new user. Registration will involve entering your resume into the system and responding to a series of core questions that will allow the HHS HR specialists to evaluate your background for basic employment eligibility. 

2. Once you have completed the registration process you must locate and view the vacancy you wish to apply for on the HHS Careers QuickHire system.   Scroll down to the end of the vacancy announcement and select the "Apply to this Vacancy" button. Answer ALL questions that follow. You must click "Finished" button at the bottom of the screen to be considered for a specific position. Upon completing the application process you will receive an electronic acknowledgement that your application has been successfully transmitted. Select the "I would like a copy of the questions and my responses sent to my e-mail account." option to have your responses emailed to you. 

NOTE: We encourage you to select the "View Vacancy Questions" button so you may preview the vacancy questions prior to applying for this position. 

If applying online poses a hardship to you, please contact the point of contact listed on the vacancy announcement.  They will provide assistance to ensure that your application is submitted online by the closing date. You must contact us 24 hours prior to the closing date of the announcement to receive assistance. 

Thank you for your interest in the Department of Health and Human Services, National Institutes of Health, Institute or Center. 

Sincerely,

HR Specialist or Contact
