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A thank-you letter can help you seal the deal after an interview. This sample shows how
you can craft a thank-you note to boost your candidacy.

 (http://oas.monster.com/RealMedia/ads/click_lx.ads/us.monster.en/career-advice/sample-
interview-thank-you-
letter/391678588/Middle1/default/empty.gif/6231304f676c665939505541444c4d32?x)

Kim Isaacs, Monster Resume Expert

Do you know that most applicants don’t send
a post-interview thank-you letter
(//www.monster.com/career-
advice/article/write-winning-thank-you-
letters)?

Even if you think an offer is in the bag, you
can always improve your chances of getting
the job if you send a thank-you letter. Your
letter should reiterate your core strengths and
emphasize the value you offer. You can even
squelch any concerns the employer raised about your quali�cations and add important
information you didn’t get to discuss in the interview.

Check out this sample thank-you letter:

John Smith
14 Elm St. | Sometown, CA 55555 | 555-555-5555 | john@somedomain.com

[Date]

Ms. Amy Lin
Manager
ABC Company
1 Corporate Way
Sometown, CA 55555

Dear Ms. Lin:

Thank you for meeting with me this morning to discuss the executive assistant position. I
enjoyed our conversation, and I am very excited about the possibility of joining your team.

Sample interview thank you letter tips and example
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I know what it takes to run a busy and successful insurance of�ce. In my last position as an
administrative assistant for XYZ Company, I helped manage all aspects of the operation, handling
tasks such as bookkeeping, customer service, claims processing, report preparation and ongoing
communications with the district manager.

You mentioned that you need an assistant who has strong “people” skills, and this is an area in
which I excel. At XYZ Company, I helped the manager build a loyal client base by consistently
providing excellent service. My last supervisor said, “John is one of the hardest-working
employees I have known. His friendly and professional customer-service skills helped the �rm
achieve a 20 percent revenue increase last year, and I couldn’t have done it without him.”

I don’t see the executive assistant role as a punch-the-clock, 9-to-5 job; I will be your “right hand”—
helping you manage the day-to-day operations, volunteering for special projects, and ensuring the
company is positioned for growth and increased pro�tability.

Again, thank you for considering me for this exciting opportunity. As you requested, I’m enclosing
a list of professional references. Please feel free to call me if you need additional information,
have any questions or would like to offer me the job! Thank you for your time, and I look forward
to hearing from you.

Sincerely,

John Smith

Enclosure: List of References

Like what you’ve read? Join Monster (https://member.monster.com/?INTCID=content_signup_footer ) to get
personalized articles and job recommendations—and to help recruiters �nd you.
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