Thank You Letter
Thank-you letters are an important part of the job search process, yet many job seekers don’t bother to send them.  However, all employers appreciate such courtesies and the most successful job candidates often distinguish themselves by attending to such important details.

Thank you letters have the following characteristics:

· Sent within 24 hours of the interview

· At least two paragraphs in length, but no longer than three
· Addressed to each person who participated in the interview

· Addressed correctly, with accurate spelling and job title(s)

Thank you letters are also an excellent opportunity for you to mention something important you might have forgotten about during the interview.

SAMPLE
Month, Day, Year

Your Street Address

City, State,  Zip

Mr. Percy Nell

Human Resources Manager

Most Desirable Organization

1500 Shangri La

Anytown, IN 88888

Dear Mr. Nell:

FIRST PARAGRAPH:  Express your gratitude for the interview.  Be sure to identify the position you interviewed for and the interview date.

SECOND PARAGRAPH:  Reiterate your qualifications and emphasize your suitability for the position.  Mention pertinent information you discussed during your interview, or refer to new information you gained during the interview.  Highlight significant accomplishments and how they will benefit the organization.  Most important, express your eagerness to work for the employer (without sounding desperate).
CLOSING PARAGRAPH:  Restate your interest in the position and thank the employer once more.  Indicate that you hope to hear from him soon.

Sincerely,

(write your name here)

(type your name here)
