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1 .  C O N F I R M  Y O U R  
I N T E R E S T

2 .  S T A N D  O U T

3 .  B E  C O N F I D E N T

Be conversational and make a connection 
during the interview! Take note of unique 

conversational points and  find a way to 
mention these in your ‘Thank You’ email. 

Be clear about why you want the position. 
 
It's surprising how many times hiring 
managers mistakenly think a candidate 
isn't interested. 

Companies open jobs people because 
something needs fixing.  How you are the 
solution to that problem? 
 
Be confident with what you bring to the table.  

Avoid being wordy or looking too 
eager. Confirm your interest in the 

position, remind them that you are a 
great candidate, and ask for next steps. 

4 .  B E  C O N C I S E

Did you catch it? The last thing you want is 
to have a solid interview, only to fall short 
with spelling error. 
 
Will a typo cost you the job? Most likely not, 
but it could leave a bad first impression. 

5 .   D O N ' T  F O R G E T  T O  
P R O O F R A E D  

The post-interview  
'Thank You' letter.  
 
This follow-up message is 
a sign of professional courtes 
y and an opportunity to 
leave a great impression. 
 
Here are tips to help make you 
a memorable candidate. 



FREQUENTLY 
ASKED QUESTIONS

THE 'THANK YOU' 
EMAIL TEMPLATE
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 Why do I need to send a 'Thank You' message? 
There are (3) goals for a ‘Thank You’ letter: confirm you have 
interest in the role, remind them that you are the best candidate, 
and ask them about the next steps without being too pushy.   
 
When should I send the ‘Thank You’ letter? 
Typically, 24-48 hours after the interview is a good waiting period 
before sending the email. It's just enough time to remind them why 
you are the right person for the role. 
 
What if I don’t have their email addresses? 
Ask for a business card from your  interviewers or ask the recruiter  
to forward your message along to the hiring manager or team.  

Jenny, 
 
Wishing your son good luck with his game this weekend!
Thank you for taking the time to discuss with me the
Accounting Manager position. 
 
Based on our conversation, my prior experience leading
software implementations seems to make this a mutual fit. I
was also impressed with how quickly TopCompany has grown
in local market share in recent years.  
 
If you have any questions or concerns, please don't hesitate to
contact me. 
 
I look forward to next steps in the interview process and
working with the accounting department soon. 
 
Joe Example 

[Interviewer Name], 

 

[Reference something unique from the interview]. Thank you so 

much for taking the time to discuss the [Job Title] position.  

 

My recent experience with [Solve a problem| makes this a 

mutual fit. I was also impressed with [What stood out about the 

company or role?]. 

 

If you have questions, feel free to let me know. I look forward to 

next steps in the interview process and working with 

[team/company/department/manager] soon. 

 

[Your Signature]

EXAMPLE EMAIL

EMAIL TEMPLATE
Adjust to fit your interview situation


