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Is it a good Idea?
Of Course. It is Necessary !
Basic Tips on getting started..

1) Keep your letters short and simple - usually one page is enough. 

2) Help the interviewer remember you by referring to specific points discussed in your interview: show that you were listening and mention something that will refresh the interviewer's memory of you 

3) Be sure your letters are professional, for example: typed, no errors, on quality paper, etc. 

4) Send your letter within one day - do not put it off! 

5) Emphasize your qualifications, especially those that are most relevant to the position 

6) Provide any information that was overlooked during the interview or that which was specifically requested by the interviewer 

7) Express your continued interest and enthusiasm for the position 

8) Remember, very few people bother to send thank you letters - this can be your edge

THANK YOU LETTER - Example
(Modified Block Format) 

100 Pine Street
Albany, NY 12200
October 8, 1996 


Ms. Janet Jones
Director of Research and Development
ACME Computer Company
1234 Central Avenue
Albany, NY 12204 

Dear Ms. Jones: 

I wanted to take this opportunity to thank you for interviewing me for the position of Senior Programmer in your Research and Development department. I enjoyed meeting with you and I learned a great deal about the ACME Computer Company. 

This position sounds very interesting and I am confident that my education and experience have provided me with the qualifications necessary to work effectively with your team. I am especially pleased to know that you use the programming language, since I completed two courses in it and I have used it extensively during my internship at General Electric. 

Once again, thank you for the opportunity to interview for a position with your company. I am excited about the prospect of working with such a dedicated team of professionals. If you request any additional information, please do not hesitate to contact me. Thank you for your time and consideration, and I look forward to hearing from you. 

Sincerely,
Sign your name
Type your name 


[image: image1]The information used in these tips were used and interpolated from the following website:

http://www.career.colostate.edu/students/cover_thankyou.html
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