THANK YOU LETTERS

Sending “thank you” letters is an essential part of any job search. Send letters to anyone you meet who gives you information,
advice or referrals. You can also send a thank you to someone who gave you help during a telephone conversation. Of course,
a letter should be sent after each job interview. A simple thank you letter can often be the deciding factor in whether or not
you receive a job offer.

The follow-up letter is best sent immediately, but should be no later than a week following the interview. Remind the reader of
what was discussed, and comment on how you plan to act on the information, advice or referral you received. If you are writing
a letter after a job interview, you might include something relevant about your qualifications that you neglected to mention in the
interview.

Managers who have to choose between two good candidates have been known to make the decision based on which
candidate sent a thank you letter.
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