[image: image1.wmf][image: image2.wmf]

Course:  Job Readiness

Unit:  Employment Interviews

Lesson:  Writing the Post-Interview Thank-You

Competency Objectives;
The adult learner will know how to write a note of thanks for an interview.

Suggested Criteria for Success:
The learner will write a letter that is appropriate to send after an interview.

Suggested Vocabulary:
heading

inside address
salutation
body





closing

signature
business letter
personal letter

Suggested Materials:
blue or black pens and paper




chalk/marker and black/white board

or overhead projector and overheads to illustrate letters

sample letter(s) handout(s)

Suggested Resources:
Any good English or business reference book.

Sample letters.

http://englishplus.com/grammar/00000150.htm.  Business Letter Styles:  Block, Modified Block, and Semi-Block.

http://englishplus.com/grammar/00000149.htm.  Parts of a Business Letter.

http://susanireland.com/thankyouletters.htm   20+ Thank You Letter Samples.  Susan Ireland.com

Suggested Methods:
Modeling, Sorting, Discussion, Group Writing, Journal Work

Some Suggested Steps:

Give students a handout of a business letter.  Discuss the parts of the letter (heading, inside address, salutation, body, closing, signature).  You may want to show different letter styles (block, modified or semi-block, indented) so students will recognize several acceptable forms.  Indicate that the class will concentrate on just one form.  At http://www.wisc.edu/writing/Handbook/BusinessLetter.html there are samples of block and indented forms.

Give out a letter that has been cut into strips.  Mix the strips and ask students to assemble the letter.  Review the results and answer any questions or give additional explanations as seem warranted.  Use this opportunity to teach that letters need a paragraph that gives the reason for the letter, one or more paragraphs that elaborate on the reason or purpose, and a closing paragraph, usually one that asks for action or expresses appreciation.

Develop a hypothetical interview situation for the class.  “You have interviewed with Mr. Smith” for a job as a meat cutter in a national grocery chain,” or any alternative of your choice. Work together as a class to draft a letter on the board.  You may ask students to tell you what to write next, and where to put it on the “page.”  Allow students to copy the letter in their Journals.  Students with very limited English may profit from a fill-in-the-blank letter of thanks.

Present another hypothetical interview situation..  Have each member of the class compose an individual letter.  Review any questions that students may have.  Ask volunteers to put their letters on the board.  Read these as a group.  Point out proper form and good sentences.  Correct mistakes and give students opportunities to demonstrate that they understand the corrections.  Ask students who choose not to offer their letters for class review to turn them in for you to review and return to them at the next class.  If students are not able to complete a letter independently, use class time to discuss the letter and draft it together leaving blanks throughout.  Ask students to copy the letter and complete it by filling in the blanks.

Journal Work:  Ask students to write a post-interview thank-you to .  It may be necessary to make the selection of a single situation before class ends, discuss and pre-draft a letter as a class, and ask every student to do his/her Journal letter on the same topic.

THANK YOU LETTERS

After an interview, you should send a handwritten or typed thank-you letter or note to the interviewer.  The thank you letter or note should be, if possible, written the same day as your interview.  Remember to make a copy of the letter or note for your job search files.

You should also send a thank you letter or note to those in your network of friends and co-workers who helped you get an interview.

Below is a sample that you can use as a guide.  The letter is brief and to the point.  Even though each letter is written in response to a specific activity, it is helpful to practice composing thank you letters.

Date:

Your Name

Address

City, State   Zip Code

Interviewer’s Name, Job Title

Name of Department/Company

Company Address

City, State  Zip Code

Greetings:  (Dear __________):

Thank you for the time you spent discussing the computer programmer position with me.  I enjoyed learning about your company’s plans for future expansion.

This position sounds very exciting since it will allow me to use my skills in computer programming and my experience in troubleshooting for your company.

I look forward to hearing from you regarding your decision.

Sincerely,

Your name

WRITING TIPS FOR THANK YOU LETTERS AND NOTES

· Make sure that

all names are spelled correctly.

the addresses for the company and the interviewer(s) are correct.

the job titles of the  interviewer(s) is/are correct.

· If several people in a company interview you, send a letter to each person.  (Try to change the content a little so all interviewers do not receive the same letter.) 

· Thank the interviewer(s) for their time and for sharing information about the position and the company.

· Express your interest in the position.

· Make a note of the time frame the interviewer(s) have said they will use to respond to you concerning outcome of interview

· Mail completed letter/note day after interview

· Keep the letter/note to a half page or a page.

· Do not email your thanks.  (You should not email unless you have permission to do so.) 

· Use same quality paper as résumé.

· Type, if your handwriting is not legible.

· Check for errors and content.  Have a friend or relative proof your work for accuracy and content.

· Use blue or black ink--never pencil--for a handwritten note.
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