THANK YOU LETTERS

By:  Jacqueline Trexler, Career Planner

Why Should You Send a Thank You Note?

· By sending a thank you note, you show your interviewer common courtesy and respect. 

By sending a thank you note, you tell your interviewer in no uncertain terms that you appreciate the time he has given you. After all, he/she gave up part or all of the day to be with you, and made an effort to learn more about you and what you have to offer.

· So few job applicants send thank you notes that you automatically stand out if you do. 
Many job seekers simply don’t know or don’t take the time to send the thank you note.  This means that if you do, you will be one of the few.

· A thank you note gives you an opportunity to restate points you made during your interview. 
This is your chance to remind them WHY they should hire you.  Simply state, “ As you may recall from our interview, I have the skills that would meet your needs.  I am skilled in…”

· A thank you note lets you make points you may have forgotten to make in your interview. 
If you leave the interview and realize that you forgot to tell them that you had a certain skill, this is the chance to let them know about it.  After you thank them, tell them about your forgotten skill in the next line.

· A thank you note demonstrates your written communication skills. 
Every job requires communication skills of some kind.  A thank you note demonstrates this skill.
EXAMPLE:

Dear Ms. Smith,


I would like to thank you for taking the time to meet with me and discuss the Human Resources position available within your company.  After meeting with you and hearing about the position and its requirements, I believe that I would be an asset to your company.  My strong communication and recruitment skills that I have retained through my past three jobs would prove to be beneficial to this position.  In addition to my recruiting skills, my experience with payroll, orientations, and employee packets would also be utilized.  I am also very flexible with regard to my work schedule and travel. If you have any other questions or need additional information, please do not hesitate to contact me.  I hope you consider me to be a favorable candidate and I look forward to hearing from you. I can be reached at (814) 535-1111.  In any event, I thank you for the opportunity to learn more about the ABC Company, and I wish you and your company much success.

Sincerely,

Suzanne Jones

THANK YOU LETTER POINTERS:

· Keep it brief

· Refer to the interview in the letter

· Only “hand-write” the letter if you have legible handwriting

· If handwriting, use a professional thank you card (no animals, rainbows, etc.)

· A type-written letter is also acceptable
· Send a letter to EACH interviewer
· Remember to obtain each interviewers first & last name (with correct spelling)
· Send out the letter as soon as possible—within 24 hours, but it is never TOO late
