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It takes a little time to send a thank you note. However, an AccountTemps Survey reported that over half of managers said they consider a thank you note influential when evaluating candidates.

When asked about the most appropriate way for candidates to follow up, 38% of managers surveyed said that hand-written notes were acceptable, while 87% said email worked. 81% said a phone call was appropriate, as long as the interviewee didn't call multiple times. Social media is another way to say thank you, with 27% of managers considering it acceptable. Only 10% thought text messages were appropriate.

It's always important to say thank you after a job interview and after a second interview as well. It's also important to thank everyone you interviewed with and everyone who assisted with your job search. Here are some tips on who you should thank and the best way to thank them.

Act Fast - Plan to send out your thank you letters as soon as possible (preferably within twenty-four hours) after your interview. If time is of the essence say thank you by email or call to say thank you.

Group Letters - Are individual notes appropriate or should you write a group letter? Choose your approach based on what you think will be most in keeping with the personality of the organization. Also, consider whether the interviews had very much in common with one another. If there was a great deal of similarity, perhaps a "group" letter will suffice. If so, address all the people on a master letter and add a personal note to each. Otherwise, send a personalized letter to each interviewer.

More Employment Thank You Letters - In addition to thanking your interviewers, thank everyone else who assists with your job search, including references, people who refer you to a job opening and any other employment contacts whose help you have appreciated and who you want to develop a good relationship with.

Make an Impression - 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.

What You Didn't Say - If there was something that you wish you had mentioned during the interview, here's your chance to say it by including it in your thank you letter.

Thank You Letter Basics - Thank you letters can be handwritten, typed or sent via email. Each thank you letter should include a thank you for the interview, your interest in the job, your qualifications and skills, and a final thank you.

Short and Simple - Keep your thank you letters short and simple, but do use the letter to reiterate your interest in the job, your enthusiasm for the company and to sell yourself as the ideal candidate.

Proof Your Letter - Spell check and proof your thank you letter. Then ask someone else to proof it for you. That way you will be sure it's perfect.
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Dear Ms. Smith,

It was very enjoyabie to speak with you today about the assistant account executive position
atthe Smith Agency.

‘The job seems to be an excelient match for my skils and inferests. The creative approach
10 account management that you described confifmed my desire 10 work with you.

In addition to my enthusiasm, | will bring to the postion strong writing sKils, assertiveness,
and the abilty to encourage cthers to work cooperatively with the department.

1 appreciatethe time you tock o ntrview mo. | am very interested in working for you
b Took fowerd fo earing from you regarding this positon-





