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Introduction
Finding and connecting with passive talent through outbound sourcing 

is an important part of the recruiting team’s overall sourcing strategy. 

And in today’s competitive talent market, it’s essential to have an 

effective sourcing email outreach campaign that reaches and engages 

prospective candidates over four distinct touchpoints.

These touchpoints are an introduction, a follow-up, a re-engagement 

and a breakup email. 

In this eBook, you’ll learn directly from Greenhouse People team 

members, Talent Acquisition Manager Lauren Adkins and Senior Talent 

Acquisition Manager Mason Calaiaro, how to craft strong, compelling 

and personalized sourcing emails that can help you convert prospects 

into candidates. We’ll also share checklists and annotated email 

examples that you can follow as you approach your next candidate 

sourcing email campaign.

Lauren Adkins
Talent Acquisition Manager

Mason Calaiaro
Senior Talent Acquisition Manager
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The introductory email
Key tips

First impressions last forever, so it’s no wonder that crafting an 

introductory email can sometimes feel intimidating. You need to 

both pique the prospect’s interest (since it’s the first touchpoint with 

them) and set the tone of your conversation – all in just a few short 

paragraphs.

So before writing your introductory email, take some time to set your 

intention and think about what you want to achieve. Is the goal to 

hop on a call with the prospect to discuss an open role? Or to build a 

relationship with them for opportunities in the future? Establishing a 

clear goal can help guide the conversation.

Since this is your first time reaching out to the prospect, you’ll need an 

intriguing introduction to grab their attention and keep them reading 

beyond your opening line. This is your opportunity to demonstrate the 

research you’ve done on them and why they would be a great candidate 

for your company. 

It’s also important to be concise in your introductory email. Focus on 

making the key points clear to be respectful of the prospect’s time. 

Here are some tips to consider when writing an engaging introduction:

1   Introduce yourself and your company with an opening like,  

     “I’m part of the [your team name] team at [your company name].”

2   Share how you found the prospect – via referral, LinkedIn or  

     another source.

3   Explain why you’re reaching out in your opening paragraph,  

      especially since this is your first time contacting them. Use this  

      opportunity to highlight important and relevant information about  

      the company and role, and why you think they would be a great  

      candidate. 
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Hi [first name],

I’m on the Talent team at Greenhouse1 and saw on LinkedIn 

that you’re open to new career opportunities. Your background 

is impressive2 – especially your remote and hybrid work 

expertise – and sounds value-aligned with a role I’m actively 

working on.3

I’m partnering with our People team hiring manager to hire 

a Director of Remote Work Engagement. We’re looking for 

someone to lead and oversee our remote work best practices 

and ensure all employees continue to feel engaged and excited 

to connect, no matter where they’re located. Your work in 

learning and development and DE&I initiative leadership make 

for a unique blend of experience that will set you up for success 

here at Greenhouse.4

Here are a few more reasons why Greenhouse is the best place 

to build your career:

• Greenhouse has been named #1 on Fortune’s Best 

Workplaces in Technology for Small and Medium 

Businesses

• We’re based in New York City with multiple global offices 

and flexible remote work options

• Greenhouse is one of Mogul’s Top 100 Companies with 

the best DEIB Initiatives5

If you’re open to it, I’d love to chat with you more about this 

opportunity. Feel free to book a time that works for you for a 

quick call using this link. I look forward to connecting with you.

Best, 

Mason

Mason: Introduction with 

link to company website

Mason: Role-related 

compliment

Mason: Attention-

grabber, highlighting 

alignment

Mason: Additional 

personalization around 

experience

Mason: “Wins” tailored 

to role relevancy; for 

example, these have more 

of a “People” focus as this 

role sits on the People 

team

Introductory email example

1

2

3

4

5

https://fortune.com/best-small-workplaces-technology/2022/greenhouse/
https://fortune.com/best-small-workplaces-technology/2022/greenhouse/
https://fortune.com/best-small-workplaces-technology/2022/greenhouse/
https://blog.onmogul.com/top-100-companies-with-the-best-deib-initiatives-in-2022?utm_campaign=B2B+-+Leads&utm_medium=email&_hsmi=219642123&_hsenc=p2ANqtz-_mmOd2YEr9DcFn3IQkmR_PDZhRb-6NSRcdiqRPs5BFNj8i-rqSQnMxse9QmA5-03Z-6noRc7UVlXXdLSoVe_bnpQUy7kvPAgpVOe5mUcvDEewNLuM&utm_content=219569131&utm_source=hs_email&is=62fc26ed281ea516a5c11b07
http://this link
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Checklist for a strong introductory email

Your first message is an opportunity to make a positive impression and 

(hopefully) entice the prospect to move to an initial phone screen.

 � Ensure your subject line is short and 

compelling. Greenhouse Sourcing 

Automation data indicates that the 

strongest-performing sourcing subject lines 

have 50 characters or less.

 � Include some basic information  

about the role (for example, title, 

location, and pay).

 � Send during business hours. According 

to research from the Greenhouse People 

Planning & Acquisition team, prospects are 

most likely to open and reply to messages 

on Mondays between 11 am and 1 pm in local 

time.

 � Include company highlights in your 

message. 

 � Highlight company-wide wins as well 

as team-specific wins.

 � Be intentional with hyperlinks (for example, 

hiring manager’s LinkedIn profile, articles, 

blogs or company websites) to validate 

claims made and to spark curiosity for the 

prospect to research more.

 � Write personalized messaging about 

something in the prospect’s experience that 

caught your attention. 

 � Pro tip: Think beyond the usual tokens 

like {Company}, {First Name} or {Title} 

and try to call out something from their 

LinkedIn summary or their current role.

 � End with a friendly call to action such as 

booking time on your calendar. 

 � In the example above, our recruiter 

Mason uses Calendly to drive more 

automation in her individual workflow. 

 � Some data shows that automated 

calendar links can sometimes lead 

candidates to believe the email is 

automated. We’ve found that with 

robust personalization, there’s still a 

strong response and/or book rate.

 � This email sequence has a 42.1% book 

rate, meaning after the email was 

sent out, more than four out of ten 

respondents scheduled time on their 

calendars to speak with the recruiter.

If there’s no reply or other action after the introductory email, your next 

step is to send a follow-up email to continue engaging the prospect. 

Read on to discover the most effective way to follow up and increase 

your positive response rate

https://www.greenhouse.io/sourcing-automation
https://www.greenhouse.io/sourcing-automation
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The follow-up email
Key tips

Sending an introductory email is a good starting point, but it’s possible 

that your email got lost in the prospect’s inbox among the other cold 

emails they’re probably getting. That’s why sending a follow-up is 

always the next best step if the prospect hasn’t replied or taken action 

since your first email. 

But how do you design a follow-up email that will pique their interest 

and get them to engage with you? And when is the best time to send 

it? Here are some key tips to keep in mind when crafting your follow-up 

emails. 

1   Share the hiring manager’s LinkedIn profile to personalize the  

      outreach and develop a connection with their potential future team.

2   Provide additional resources for them to learn more about your  

     company, such as your company’s blog or any other collateral that  

     highlights the company culture. 

3   Keep the tone light and engaging. Avoid passing on any sense of  

     the urgency that you might be feeling to fill the role.
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Hi [first name],

 I wanted to follow up with you1 about the high-impact Director 

of Remote Work Engagement role2 on the Greenhouse People 

team.

Given today’s ever-evolving work trends, I understand if there’s 

some hesitation about exploring other opportunities at this 

time.3 However, Greenhouse’s success keeps on growing:

• Some of the smartest and most successful companies 

like HubSpot, Buzzfeed, J.D. Power, Booking.com, 

Scout24 and The Knot Worldwide use the Greenhouse 

hiring software platform to improve all aspects of hiring.

• A recently secured major investment from TPG Growth 

and The Rise Fund is a huge step forward for our 

company and will accelerate product innovation, help us 

grow into new markets and bring us closer to achieving 

our mission.

• We also recently acquired Interseller’s sourcing 

automation technology to give our customers the ability 

to do their talent sourcing from within Greenhouse.  

While we are long known for being the leader in 

structured interviewing, now we’re also leading in 

outbound sourcing and CRM.4

I’d love to connect and discuss this opportunity further. Feel 

free to book some time directly on my calendar using this link.5

Thanks, 

Mason

Mason: Mention 

that it’s a follow-up 

message

Mason: Restate title and 

company name

Lauren: Address 

potential hesitancies

Mason: Share company-

level wins

Lauren: End with call 

to action

Follow-up email example

1

2

3

4

5

https://www.greenhouse.io/blog/the-next-chapter
https://www.greenhouse.io/blog/acquiring-interseller
https://www.greenhouse.io/blog/acquiring-interseller
http://this link
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Checklist for a strong follow-up email:

The second email is an opportunity to go a layer deeper with the 

information you share. In this sequence example, we sent the 

introductory email on a Friday and followed up just one business  

day later. 

 � Follow up within one to three business days. This is 

beneficial for several reasons. It increases the likelihood 

of your message being seen by appearing at the top of 

a prospect’s inbox while giving you the opportunity to 

highlight additional information that was not included in 

your original message. It also conveys your eagerness to 

connect with them and your excitement about the role. 

 � Restate the job title and your company name before 

outlining more information. If prospects are receiving a lot of 

messages from recruiters, you don’t want your opportunity 

to get lost in the shuffle or mistaken for another. 

 � Be candid about any barriers the prospect may feel in 

changing their current role. If the prospect is passive, as 

in not currently looking to take on a new role, acknowledge 

that change is sometimes challenging and encourage them 

to recognize that your company is a great opportunity. In 

our message, we addressed these hesitancies head on.

 � Provide additional information. In this message, we chose 

to share more about the business success of Greenhouse, 

specifically with a link to a recent investment and other 

noteworthy areas. 

Your follow-up email might not always get you a response. In that case, 

we recommend sending a re-engagement email one to three days later 

to continue demonstrating value to the prospect. Read on to discover 

additional ways to engage your prospect.
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The re-engagement mail
Key tips

If your prospect hasn’t replied to your follow-up email within one to 

three business days, it’s time to send a re-engagement email. Part 

of building a strong talent pipeline is nurturing and re-engaging 

prospects, especially when it comes to evergreen roles.

What makes these emails unique is that re-engagement emails 

primarily share current information that helps keep prospects 

interested in not only the role, but your company overall. As this is the 

third time you’ve reached out to this prospect in your sourcing series, 

the message should benefit the prospect, convince them to join your 

company and feature updates on job openings, company culture or any 

noteworthy awards or recognition. 

Here are some ideas on how to approach your re-engagement emails:

1   Deliver timely information when new and relevant opportunities  

      arise to keep the prospect updated.

2   Send interesting content such as new job opportunities, company  

     awards, company updates, blogs, eBooks and product launches to  

     engage and excite the prospect.
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Hi [first name],

I hope you’re doing well! I’ve shared a bit about some of the 

goals and wins of the People Department at Greenhouse,1 

but I’m sure you’re curious to learn more about what this 

role entails. We’re looking for someone who is excited by the 

opportunity to:2

• Design, develop and oversee implementation of scalable 

employee engagement strategies that meet current and 

future business needs

• Build leadership capability across the organization to 

foster the culture where employees can do the best and 

most meaningful work of their careers

• Collaborate closely with the Company Swag and Snack 

Manager to set strategy and operationalize philosophies 

and programs related to flexible work, building connection 

remotely and beyond

• Partner with cross-functional teams such as Employee 

Experience, employee resource groups and more to plan 

fun, thoughtful and engaging employee events3

If you’d like to learn more about our DE&I practices at 

Greenhouse, check out our eBook on inclusive hiring strategies 

for everyone at your company. 

I realize that timing is the most crucial part of recruiting. Is 

now a good time to explore this opportunity? If yes, feel free to 

select some time for us (using this link) to discuss further.4

Thanks, 

Mason

Lauren: Remind them 

about the content shared 

in the first two emails

Lauren: Address what 

the role entails

Mason: Highlight key 

elements of the role

Lauren: End with call  

to action

Re-engagement email example

1

2

3

4

https://www.greenhouse.io/guidance/ebook-inclusive-hiring-strategies-for-everyone-at-your-company
http://this link
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Checklist for a strong re-engagement email

The purpose of the re-engagement email is to express continued 

interest in the prospect and offer additional information about the role 

and your company. By sharing new information, there’s a chance you’ll 

highlight something that grabs their attention.

 � Restate and remind. As highlighted above, the best 

practice is to restate the role title and remind the prospect 

of your previous outreach. 

 � Include more detailed information about the role. This 

helps the prospect answer the question, “How does this 

opportunity align with my career goals?” In our example, we 

included key competencies of the role and some information 

on what the prospect could expect in the position.

 � As always, be sure to include a specific call to action 

before ending on a positive note.

If your outreach attempts aren’t yielding any responses or signs of 

interest after your total of three emails, it’s time to send a fourth and 

final one – the breakup email. 
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The breakup mail
Key tips

Even if you design an engaging email campaign, it’s possible to not 

receive any responses. If prospects aren’t replying or showing any 

engagement from your outreach, it’s time to send a breakup email.  

This is your last effort to get in touch with the prospect before (sort 

of) ending your outreach campaign with them. For example, with 

Greenhouse Sourcing Automation, your email communications 

are stored for reference to ensure you never lose track of potential 

candidates in your pipeline.

It’s possible that it’s not the right time for them to explore other 

opportunities, so be sure to let them know they can contact you if 

anything changes. Remember to maintain a positive tone in your  

breakup email since you never know when you might reconnect with  

the prospect. 

Here are our key tips for crafting the final step of your email outreach – 

the breakup email – to end your campaign on a positive note and create 

space for re-engagement.

1   Keep your email clear and concise. If the prospect hasn’t  

      expressed interest in your outreach efforts, it might not be wise to  

      keep sending more information to them. Instead of continuing to  

      follow up, keep this email as succinct as possible to be considerate  

      of their time.

2   Maintain an optimistic and positive tone throughout your email  

      since you might contact the prospect again in the future. It’s  

      important to end your last email outreach on a positive note since it  

      sets the foundation for you to try to re-engage them one day. 



18Email sourcing: Best practices for talent leaders

Hi [first name], 

By now you’ve heard about all the wonderful things that 

Greenhouse has to offer our employees, from flexible remote 

work to supporting DE&I, but I think it may be helpful to share 

more about my “why”.1

I’m constantly impressed by how intentional and inclusive 

Greenhouse is. We’re building belonging2 by creating inclusive 

tools, amplifying voices and advocating for change. Through 

these efforts, we can be the change we want to see in hiring 

and in the world.3

If you’d like to hear more, or have someone you’d like to refer 

for the Director of Remote Work Engagement role, feel free to 

book time directly on my calendar with this link.4

I always welcome the opportunity to connect on LinkedIn! 

Wishing you all the best,5 

Mason

Lauren: Add a hook with 

personalization and a 

unique callout

Lauren: Link to company 

materials to generate 

website traffic and highlight 

area of importance

Lauren: Tie to company 

mission, values or 

something else of 

importance

Lauren: End with call  

to action

Breakup email example

1

2

3

4

Lauren: End on a 

positive, friendly note

5

https://www.greenhouse.io/belonging
http://this link
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Checklist for a strong breakup email

The purpose of the breakup email is to remind the prospect of the role 

and drive home the uniqueness of the opportunity with personalization. 

 � Personalize your email. In this example, we include a 

personal tie to the company’s mission and the recruiter’s 

“why” for joining and staying at the company. This is a 

great opportunity to connect with the prospect on a more 

personal level.

 � Like all the other kinds of emails, be sure to include a 

specific call to action before ending on a positive note.

Since this is your final attempt at contacting and engaging with the 

prospect, try to let some time pass before you reach out again. You can 

set a reminder to start a new outreach campaign within the next three 

to six months to check back in with any new roles that could be a great 

fit. Even though they might not have shown any interest or engagement 

in your first email outreach campaign, this is a great way to continually 

nurture and build your relationships with prospective candidates for 

future opportunities.
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Conclusion
After reading this guide, we hope that you have a framework for 

building your email outreach strategy so you can streamline your 

sourcing workflow and create engaging and thoughtful email 

campaigns.

If you’re looking for a powerful tool to help optimize your sourcing 

strategy and make your outbound sourcing process easier and faster, 

Sourcing Automation from Greenhouse is a new solution that helps you 

find, reach and engage top talent prospects. Using industry-leading 

data-enrichment features to find accurate contact details, you can 

build more personalized, targeted and automated email sequences 

that scale out communication and improve response rates – all within 

Greenhouse. Learn how Greenhouse Sourcing Automation can help 

your company achieve your sourcing and hiring goals.

https://www.greenhouse.io/sourcing-automation


Greenhouse is the hiring software company. 

We help businesses become great at hiring 

through our powerful hiring approach, complete 

suite of software and services, and large partner 

ecosystem – so businesses can hire for what’s next. 

To learn more, visit

greenhouse.io

http://www.greenhouse.io

