
Thank you Letters 
 

You’ve just finished interviewing for your dream job. There’s nothing more you can do 
than wait for the phone to ring, right? Wrong. To really increase your chances of getting 
a job offer, you need to follow up with an effective interview thank you letter. If written 
correctly, an effective interview thank you letter can be used to separate you from your 
competition. 
 

1. Sometimes sent too late to be effective – send out within 24 hours. A 
CareerBuilder.com survey, “How to Get in the Front Door”, was sent to more than 
2,878 hiring managers. The results were as follows: 

• Nearly 22% of hiring managers are likely to reject a job candidate who neglects 
to send out a thank-you letter after the interview as it shows a lack of follow 
through 

• 32% said that they would still consider the thankless prospect, but that their 
opinion of him or her was diminished 

2. Only 19% of people send Thank You letters but 100% of employers are 
impressed 

3. Take the time to reinforce your high points 
4. You get 10 seconds: make it short and impactful 
5. Address specific issues but keep it short and to the point 
6. Check in 2-3 days later (employers often move on to other tasks) 
7. Ask for feedback. Going forward, are there skills that I may require to fill a 

position like this? Are you aware of any other employers who may be hiring at 
this time? 

8. Don’t forget … even if you didn’t get hired, the person who was hired may not 
work out. Up to 15% of new hires do not work out within the first 2 months. 

 
Remember, the main point of sending a thank you letter after an interview is help you to 
stand out in the eyes of an employer. Most of your competition won’t take the time to 
send a thank you letter. Those that do won’t write an effective thank you letter that sells 
them to an employer.  
 

Here are some key points to consider when developing your post interview thank you 
letter: 
 
* Write a thank you letter to each person you met with 
* Send your thank you letter as soon as possible - the day of or the day after the 
interview 
* To ensure a timely delivery, e-mail your thank you letter, if possible 
* Ask for business cards from each person you meet with during your interview to gather 
the appropriate e-mail addresses to use with your thank you letters. 


