                                           Example Thank You Letter
Checklist for your Thank. 

· A thank you letter should always be sent after an interview. Thank the person that you spoke with for their time during your interview. Tell them how much you appreciated the opportunity to with meet them, and you have a better understanding now of how the company works, and also what they are looking for in an employee. 

· Remind the interviewer of who you are and when you were there. Relate to them some ideas that have occurred to you about an area you both talked about during the conversation of your interview, and why you would be the perfect fit

· Bring up your qualifications and skills again for the position, and also you should be stressing the importance that your abilities, match the company job description. 



(Scroll down)

(Edit the example thank you letter below to your satisfaction in your own words.)
(It’s just an example to help you meet your specific situation)

THANK YOU LETTER FORMAT

(BELOW)

Go to:    http://www.resumes-cover-letters-jobs.com
John Doe

202 Oak Ridge Lane

Indianapolis, Indiana 47804

(888) 555-1234

May 29, 2009
MACROBUTTON  DoFieldClick [Recipient Name]
MACROBUTTON  DoFieldClick [Title]
MACROBUTTON  DoFieldClick [Company Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
Dear MACROBUTTON  DoFieldClick [Recipient Name]:


I want to thank you for spending the time to meet with me on (insert the date) to discuss the position of Quality Control Lab Technician in the Quality department. The project you described for the coming year, particularly the project to analyze the properties of various grades of steel you process, and chart the results, sounds very exciting to me. This is exactly the kind of work I helped to facilitate at my former position at ABC Corporation. 

Here is a brief summary of my strengths as a Quality Control Lab Technician for your program: 

· Excellent skills and experience including competency in Word, PowerPoint, Quark, Excel, Publisher, and Access. 

· Outstanding ability to prioritize projects, run a very organized office desk, stay cool and calm when the pressure of a project goes up, and I will keep up with the demands of your program expectations. 

· Highly skilled in chemical analysis, physical properties analysis, preparation for microscopic analysis. 
· Excellent ability to operate all lab equipment to perform several non-destructive and also destructive testing.

It was extremely interesting hearing about your company and meeting you, and I look forward to speaking with you in the near future about this opening. You can reach me at (888) 555-1234. With very little break in period, I will be off and running.

Sincerely, 

(Your handwritten signature) 

Your typewritten name or signature 
