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Interviewing Guide

After the Interview - Send a thank you letter. This is your last opportunity to sell yourself as the ideal employee. See the 
sample below, and follow these guidelines:

• The thank-you letter should be brief. The main point of the follow-up letter is to thank the interviewer and to reiterate
why you are a wonderful candidate for the position.

• Send a letter within 24 hours ideally. If you met with a group at once, you can send them all the same thank you letter,
addressed to each individual person. If you meet with people separately, they should each get a unique thank you letter.

• Personalize your correspondence by using information or a point that was discussed in your interview. Draw correlations
to reiterate why you are a good fit for the position and organization.

• Offer to provide any additional information and provide all of your contact information.  Make it easy for the
organization to offer you the position.

Follow up. Call the person with whom you met. Check on your status with that company. Be tactful and follow the guidance 
they gave you in the interview about their decision timeline (in other words, if they said they would need at least two weeks, 
don’t call them a week after your interview). 

SARAH B. KIND
508-999-8658 • sbkind@umassd.edu

Date

Mr. Art Williamson
Director of Human Resources
ABC Builders
122 High Rise Lane
Great City, RI  04321

Dear Mr. Williamson:

I want to thank you for your time on Wednesday. Our discussion left me even more excited about joining the ABC Builders team as a 
Marketing Intern and convinced me that I would be a perfect fit.

I am tremendously excited by the prospect of working in the challenging and highly innovative environment you have established. I am 
happy to learn of the new projects that have recently been awarded to ABC Builders and know that I can make a contribution to these 
projects’ success.  In return, I will bring you proven strengths in drafting technique and fresh approaches. I am eager to prove my abilities 
and successes to you on a first-hand basis. I will keep in touch to see when we might meet again and if there is any other information I can 
provide you in the meantime.  

Thank you again for your time and consideration.

Sincerely,

Sarah B. Kind
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