EXAMPLE OF POST INTERVIEW THANK YOU LETTER TO CLIENT

COMPONENTS: CORRECT ADDRESS & TITLES, OPENING CONTENT-THANKS, MIDDLE CONTENT – RESTATE YOUR STRENGTHS AND FITS FOR THE POSITION, CLOSING CONTENT – LOOKING FOR NEXT STEP- THANKS
CANDIDATE LETTERHEAD 
NAME & ADDRESS 
BOLD LETTERS

DATE


Mr. CLIENT, TITLE & ADDRESS


Dear FIRST NAME: 

Thank you for arranging our flight AND/OR interview to PLACE this past weekend or date/day and for taking the time from your busy schedule to meet with me to discuss your needs and my qualifications for the position of ______________ with ________________.

I appreciate having the opportunity to meet _____________ and ____________ and you, tour the ________________and gain an understanding of the unique qualities of your operations. 

I was particularly impressed with the professionalism and dedication that you and the management team displayed. I remain very interested and enthusiastic about the position of _______________ for  _______________. My proven record of success in the ______________business, background in management and leadership, strong work ethics and team-building skills, make me confident that I can greatly benefit your company.   

Based on our discussions, you are looking for someone who shares your vision and is open to implementing creative and cutting edge changes. I would welcome such a challenge. 

I look forward to hearing from you soon. 

Sincerely, 


CANDIDATE 
