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Sending a thoughtful thank-you note after a job interview can influence the result of your job
search by emphasizing your qualifications and helping distinguish you from other candidates.
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A thank-you note is an often overlooked but important step in the job interview process. It
reinforces your interest in the position, expresses appreciation for the opportunity, and shows
professionalism, helping to solidify a positive connection with the interviewer.

When and to whom should | send a thank-you note?

It is typical to send a thank-you note within 24 hours after the interview. This timeframe ensures
your application is still fresh in the interviewer’s mind and demonstrates your promptness and
enthusiasm.

f One-on-one interview: Send the note to the individual who interviewed you. The hiring
manager typically handles this process.

f Multiple interviewers: Send individual thank-you notes to each person who interviewed
you (provided you have their contact information) to acknowledge their individual
contributions to the interview process.

o If you do not have the email addresses of all interviewers, send a single thank-you
note to your main interview contact. Include a salutation that addresses all
interviewer names.

Tips to Consider

f  Always send email thank-you notes and other professional correspondence using a
professional email address. Ensure that your email username reflects your legal name
and avoids slang or immature words.

1 Remember specific topics discussed during the interview to personalize your note.
AttenA he interd
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Compare the two thank-you emails written by a fictional person named Elizabeth Moore. Your
task is to identify what makes each note formal or informal. At the end, draw a conclusion about
the differences between the two types and explain which one you would prefer to send to an
employer. Attempt to include as many reasons as possible for your decision.

Sample A:
Subject line: Thanks!
Hi Jane,

Just wanted to thank you for meeting with me
today.

e A



Answer Key

Sample A: Informal, leaves a careless impression on the employer.
I Casual subject line: The subject is vague and unclear, which may cause confusion for
the interviewer.
f Informal greeting: While “Hi” may be acceptable in casual settings and/or with
individuals you know well, it is preferable to use a formal salutation—including an
appropriate greeting, title, and last name—in a professional contexn pr
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http://www.indeed.com/career-advice/interviewing/sample-thank-you-letter-after-interview
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