Thank-You Letter Format and Content

Your name

Street address

City, ST Zip

Area code and telephone number

E-mail address

Date

Mr. or Ms. Interviewer

Title

Company

Company’s Street Address

City, ST Zip

Dear Mr. or Mrs. Interviewer:

In the opening paragraph express genuine appreciation for the interview.  Be positive about your meeting and the position for which you applied.

In the second paragraph restate why you are qualified and how your skills and strengths will benefit the company.  Give one or two examples.

Lastly, express confidence about your ability to do the job and close on an upbeat note.

Sincerely,

Signature in pen

Type your name

Sample Thank-You Letter

Ima Student 
1218 Courtland Dr. 
Hazlehurst, GA 31539 
(912) 375-5555 
imastudent@gmail.com 

March 20, 2010 

Mrs. Joann Creamer 
Account Executive 
Smith Agency 
397 Main Street 
Douglas, GA 31533 

Dear Mrs. Creamer: 

It was very enjoyable to speak with you about the assistant account executive position at the Smith Agency. The job, as you presented it, seems to be a very good match for my skills and interests. The creative approach to account management that you described confirmed my desire to work with you. 

In addition to my enthusiasm, I will bring to the position strong writing skills, assertiveness and the ability to encourage others to work cooperatively with the department. My artistic background will help me work with the artists on staff and provide me with an understanding of the visual aspects of our work. 

I understand your need for administrative support. My attention to detail and organizational skills will help to free you to deal with larger issues. I neglected to mention during my interview that I had worked for two summers as a temporary office worker. This experience helped me to develop my secretarial and clerical skills. 

I appreciate the time you took to interview me. I am very interested in working for you and look forward to hearing from you about this position. 

Sincerely, 

Ima Student Signature 

Ima Student 

