
Seal the DealTHE THANK YOU LETTER



◼Writing a thank you letter, or thank 
you email, after an employment 
interview is a must. In fact, some 
employers think less of those 
interviewees who fail to follow-up 
promptly. 

◼ Plan to send out your thank you 
letters or thank you notes as soon as 
possible and preferably within 
twenty-four hours of your interview.

WHY SEND A THANK YOU LETTER?



◼ According to the York Technical Institute less than 4% of 
applicants send thank you notes, so, use your letter as a way to 
stand out from the crowd and make a good impression.

WHY SEND A THANK YOU LETTER?



◼ Like any piece of writing, it is best to keep your audience in 
mind. 

◼ In general, typed (paper or email) thank you letters are 
recommended.
◼ Hand written thank notes can be effective as well. 

Consider the "personality“ of this option, but be 
extremely neat when doing this.

WHAT TO WRITE



◼ In addition to thanking the person you talked with, the thank you 
letter reinforces the fact that you want the job. 
◼ Note: Even if you do not want the job, write a thank you 

letter respectfully withdrawing your application, because 
you never know what the future holds so why burn your 
bridges. 

WHAT TO WRITE



◼ You may also view your thank you letters as follow-up "sales" 
letters. 
◼ In other words, you can restate why you want the job, 

what your qualifications are, how you might make 
significant contributions, and so on.

 
◼ This thank you letter is also the perfect opportunity to discuss 

anything of importance that your interviewer neglected to ask or 
that you neglected to answer as thoroughly, or as well, as you 
would have liked.

WHAT TO WRITE



◼ Time takes precedence - get a simple, appreciative thank you 
note in the mail or send a thank you by email without delay; save 
your creative efforts for another time.

NOT SURE WHAT TO WRITE



◼ Check spelling, grammar, typos, etc. If in doubt about the correct 
names, spellings or titles of your interviewers, call the office to 
double-check. Your efforts will be worth it!

PROOFREAD, PROOFREAD, PROOFREAD!



◼ It is always appropriate to say thank you! If you are not sure 
whether you should thank someone, think positively and spend a 
few minutes saying thank you.

THE BOTTOM LINE



Dear Mr./Ms. Last Name:

I very much enjoyed speaking with you about the opportunity to work with your 
company in the role of ______________. My experience seem to be a good 
match for the position you described.

Thank you for taking the time to speak with me. If you have any additional 
questions, please feel free to contact me. I look forward to hearing from you 
about this position.

Best Regards,

Your Name 

SAMPLE LETTER



Dear Mr./Ms. Last Name: 
Thank you for taking the time out of your busy schedule to talk to me about the 
___________ position with ______ Company. I appreciate your time and 
consideration in interviewing me for this position.
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 any time if further information is needed. My cell phone number is (555) 
111-1111.
Thank you again for your time and consideration.
Sincerely, 

Your Signature 

Your Typed Name 

SAMPLE LETTER


