How to Write a Thank You Note
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with the employer until a hiring decision is made.

The thank you note is written to the employer immediately following the interview.
In the note you should again highlight the match between you and the job. A
‘ courteous and enthusiastic note leaves a lasting positive impression. Your pursuit of

4 the job does not end with the interview; therefore, it is essential that you stay in touch

@ Susan Peters
1920 Mountain Road
MyTown, OH 12345
(999) 555-1515
sp@internet.net

@ March 27, 2019

Ms. Jane Willis @
Carlson Industries
124 9th Avenue
MyTown, OH 12345

Dear Ms. Williss: @

Thank you for your time and attention during our meeting yesterday. I remain very
interested in your position as marketing director. I was impressed with Carlson Industries’
new computer-aided design program and can see how your program, Homesite, will fill an

important niche in the market for home builders. ®

My background in construction and architectural design makes me very appreciative of the
value of your product. During my years as a builder, I relied heavily on CAD programs and
developed the ability to determine which features make truly effective programs. Homesite

has those features. ©

Inmy former position with Tyson Company, I directed the marketing campaign for anumber
of their software programs, which were primarily directed at individual consumers. I
thoroughly enjoy the process of getting a product into the marketplace and seeing it become
a commercial success. 1 would very much like to assist Carlson Industries in making

Homesite the success that I know it willbe. @
I look forward to hearing from you next week.

Sincerely,

® Susan Petens

Susan Peters

® Include your name, address, phone
number and e-mail address on all
correspondence.

Mail the letter the next business day
after the interview.

Be sure to spell all names correctly.
Letters go to all interviewers and the
hiring authority.

Be courteous. Restate your interest in
the position.

Emphasize your knowledge, skills and
experience. Show a match between you
and the job.

Again express your interest in the job.
Close on a positive note.

Use 12-point, easily readable font.
Reiterate time-frame for the next
contact.

@ Include a closing.

@ Sign first and last name.
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Additional information:

During the interview, if the employer
requests additional information from you, or
you feel supporting documents will be
helpful, include these documents in your
Thank You note. Add a paragraph to the
note like: Enclosed you will find a copy of my
high school diploma as you requested.
Another example of a note you may add to
the letter: In the interview you asked about
my training with the Smith Lathe. I have
enclosed a copy of the certificate that I
received from the ABC Technical School
course that I took last year. If you desire
further information or documentation, please
let me know.
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Thank you note helpful hints

* Keep the thank you note focused and brief - 1/2 to
one page.

* Mail the note the next business day after the
interview. Do not e-mail the note unless you are
asked to use this medium.

¢ Write the note on paper that matches your résumé. Mail in a matching envelope.
*  Maintain a consistent style and tone in all written correspondence.

*  Use a typewriter or computer printer. If you hand write the note, print neatly.

*  Proofread the note carefully, and then have someone else proofread it.

Email thank you notes

Is it acceptable to send an email thank you note af
your job interview? Yes. In this age of electroz
communication, most employers are used to tl
form of communication. Email thank you notes &
especially appropriate when the hiring decision is
be made quickly. It is important, however, that yt
also send the employer a paper thank you note. Ti
email thank you note should be sent immediate
after the interview.

*  Obtain business cards from everyone with whom you interview, including the

secretary and/or administrative assistant. Having the names of the interviewers

makes follow-up contacts easier and more business-like.

Email thank you notes should take on the same for
as the paper thank you note.

Follow-Up - Keep In Contact

An employer knows you only by what you show about yourself. It is important to stay in contact with the employer until a hiring decision ha
been made. Polite persistence can pay off, Following-up with the employer enables you to:

¢ Create a lasting positive impression.

*  Emphasize that your ski lls, interests and experience match those
of the desired job.

*  Show that you are well-organized and can follow through.

Preparing for Follow-Up: Information you will
need

Listen carefully during the interview. Immediately after the job
interview complete the JobSearch Guide Post-Interview Worksheet.
Do not rely on your memory; be sure to include the following
information:

1) The name, title and address of the person(s)
who interviewed you. Get their business card
if possible.

2) Specific skills or background experience that
you have that will match the job.

3) The employer's time-frame for making a hiring
decision.

4) The personal qualities that the employer is
looking for in an employee.
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The interviewer may not have hiring authority

In most companies, the person who will be your immediate supervisor
has the ultimate hiring authority. If the person with whom you
interviewed is not the hiring authority, get the hiring authority's name.
Write a letter to both the interviewer and the hiring authority. Express
your interest in the job, and close the letter to the hiring authority with,
1 look forward to meeting with you.

¢ Demonstrate your good written and oral communication skills

* Show that you are interested in the job.

*  Reemphasize or correct a point that was made during the
interview.

*  Stand out among many applicants.

Phone calls

If you do not receive a response in the
time-frame discussed in the interview, call the
interviewer or hiring authority. Use the call to
€Xpress your continued interest in the joband to
inquire if a hiring decision has been made. Ifa
decision has not been made, follow up in another
week with a second phone call or email. It is
important to stay in touch, as new job openings
occur frequently. Remember to inquire as to
convenient times for the employer to receive your call.

What if I don't want this job?

If, after the interview, you have decided, for whatever reason, that
the job is not for you, you should immediately remove yourself from
consideration. Write a brief note or email to the hiring authority,
stating that you would like to remove your name from consideration.
You may indicate the reason(s) why, provided that the reason is not
negative. An example response may be, "I am looking for a position
that better matches my current interests. Thank you for considering
me." In the future, you may want to reapply or need this person as
a contact in the industry.

Internet resources

www.thebalance. com/job-interview-thank-you-letter-examples-2063964-- Sample thank you letters.

{ _ https://www.livecareer.com/resources/interviews/prep/sampIe-thank-you-Ietters—- More sample thank you

letters.

www. thebalance.com/thank-you-email-after-job-interview-2063958-- Email thank you notes.

For information on ordering JobSearch Guides for your organization, visit www.jobshoppublishing.com
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