
A Graceful Thank-You Note
Like all the written components of your job-search, your thank-you 
note should be positive, full of detail, and specifi c to the position 
at stake.

Dear Susan:

I wanted to let you know how much I enjoyed our meeting today. Thank you 

so much for taking the time to explain the parameters of the job in such detail.

The more I learn about the job and the company, the more excited I am 

about the possibility of joining such a dynamic team. As you noted, in today’s 

economy, Widget, Inc.’s success is quite remarkable, and I especially admire 

the company’s commitment to innovation and speed in marketing. Thanks again 

for considering me for this position. I hope to hear from you soon. 

Best, Brian Masters
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mind. Send the thank-you note that day to show how prompt and effi cient 
you are. 

While etiquette used to call for handwritten notes, e-mail is fi ne in 
today’s professional world. If you have enough to say, you might choose 
to lob off a quick e-mail and follow it with a more thorough handwritten 
note. A caveat: If you interview with an old-world type who doesn’t seem 
computer-savvy, a handwritten note is more appropriate. If you inter-
viewed with several people, you should send each a personalized note. If an 
assistant was particularly helpful in setting up the interview or providing 
you with insight into the job, include her as well.

Don’t bombard the interviewer with e-mails—limit yourself to one 
thoughtful, well-written thank-you. If you have questions, incorporate 
them into the note; don’t send a slew as they occur to you, and don’t send e-
mails after midnight and before 6 a.m. You’ll look like an insomniac freak. 

Thank the interviewer for her time, then add in points of connection or 
mutual interests that came up in discussion. (If you discovered that you share 




