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Proparing Graduates for Lite After College




Thank You Letters
The most effective way of communicating your interest AFTER an interview is to send each interviewer a short, professional thank you letter, handwritten on a thank you card, typed on professional stationery or sent in an email. Include the following: 

1. Thank the person for their help or time

2. State exactly what it is that this person did for you, or the position you applied for and reasons you are excited about the position. This is especially important for formal business contacts or interviewers who may not know you in another context. They probably won’t remember you right away - give them a quick reminder.

3. If this note is for an interviewer, convey your enthusiasm about the opportunity for which you were applying. In the second paragraph, review your qualifications and special skills, or anything you feel was overlooked in your interview. Be sure to keep this section classy and concise! This is not a way to mop up a terrible interview – just a little push in your favor to reinforce a job well done.

4. Close in an open way. Offer up an invitation for future contact with your own information and thank the reader once again.

5. Give a date for a follow up phone call. Stick to it! Take note of deadlines and make sure that you follow up before a final decision is made.

Additional Tips

1.  If more than one person interviewed you, send a letter to each one.

2. Start with the correct format for a business letter, unless it’s a handwritten note.

3. Address the person formally, i.e. Dear Mrs. Jones, and check the spelling of his or her name.

4. Make sure to include the date you were interviewed, i.e. Thank you for interviewing me on Monday, January 12th.

5. Keep the letter short and simple.

6. Bring up one point you would like the interviewer to remember.
7. Check your letter carefully for errors and, if possible, have someone else check it too.
8. IF YOU WANT TO STAND OUT, SEND A HAND-WRITTEN NOTE.
Hand-Written Template
Dear Mr. Smith:
Thank you so much for taking the time out of your busy schedule to interview me for the analyst position with Big Bank Company on Tuesday, January 5th. I appreciate your time and consideration in interviewing me for this position.
I enjoyed the tour of the company and meeting all of the employees in the finance department. After speaking with you and the group, I believe that I would be a perfect candidate for this position, offering the quick learning and adaptability that is needed for a diversified position. 

In addition to my enthusiasm for performing well, I would bring the technical and analytical skills necessary to get the job done.

I am very interested in working for you and look forward to hearing from you once the final decisions are made regarding this position. Please feel free to contact me at anytime if further information is needed. My cell phone number is (555) 111-1111. 

Thank you again for your time and consideration. 

Sincerely,
Adam Applicant

Typed Thank You Letter Template

Date

Name

Title

Organization

Address

City, State, Zip Code

Dear Mr./Ms. Last Name:

Thank you for taking time out of your busy schedule to talk to me about the ____ position with your company.

After speaking with you, I do feel that I would be a perfect candidate for this job. As I told you, I have experience in many of the areas that you seek, including ______. Also, after hearing about the responsibilities of the position, I'm very enthusiastic about the possibilities it offers.

Please feel free to contact me at any time if further information is needed. My mobile number is (555) 111-1111.

Thank you again for your time and consideration.

Sincerely,

Your Name

Typed Thank You Letter After 1st Interview 

Dear ___________________:

Introduction and appreciation

Thank you for the opportunity to meet with you on (date), to discuss my candidacy for the position of (position) at (company).

Reinforce strengths or compensate for weaknesses

Reflecting on our discussion, I wanted to reinforce my background in two areas: contribution to profitability and managing staff.

In regard to Purchasing's contribution to profitability, the approach I pursue is one of active involvement. The cost improvement programs with which I am experienced have either a direct reduction effect on pricing, or provide savings in areas other than direct pricing: for example, vendor-funded warehousing, improved payments terms. I may not have mentioned that I utilized alternative packaging technology as competitive leverage and negotiated an amendment to an existing contract, which saved my employer $1 million. I also reduced warehouse inventory expense and packaging costs by 25%, or $250,000 yearly, by developing completely interchangeable parts regardless of product and still maintaining product identity.

In terms of staff direction, I have successfully developed, motivated and directed a professional staff of buyers who have repeatedly achieved results within budget. My experience also includes the development of policies and procedures to establish clear direction and guidelines that improve efficiency.

Further thanks, additional emphasis, and keeping the door open

Thank you again for meeting with me. I see a good fit and would like to pursue the opportunity to join your company by taking the next step in the process. As discussed, I will call you unless I hear from you within the next week or so.

Sincerely,

John  Smith

Typed Thank You Letter  

Date 

Patricia Page

PO Box 1234 

Anytown, USA 12345

Mr. John Smith

Manager, Page Program 

NBC Universal 

30 Rockerfeller Plaza 

New York, NY 12345

Dear Mr. Smith: 

I would like to thank you for taking time to discuss the NBC Universal Page program with me during our campus interviews on Friday, September 4, 2009. As a result of our conversation, I am enthusiastic over the opportunity to join the NBC Universal team! 

Specifically, I was intrigued to learn about the level of interaction Pages have with all aspects of the organization - from customer relations to production. All aspects of the Page position appear to be the perfect complement to my major in Communication Studies at Ivy University, which I pursued in preparation for a career in the television industry.  

In conclusion, my strong writing skills and ability to interact with others, as well as my commitment to working in media, will allow me to effectively transition into the Page program. Again, thank you for your time. I look forward to hearing from you as the recruitment process continues. 

Sincerely, 

Patrica Page 
