THANK YOU LETTER
· Express sincere appreciation. 

· Reemphasize your strongest qualifications. 

· Draw attention to the good match between your qualifications and the job requirements. 

· Use the opportunity to provide or offer supplemental information not previously given. 

· Reiterate your interest in the position. 

· Restate your appreciation. 

SAMPLE LETTER FROM THE CAREER DEVELOPMENT CENTER – The Evergreen State College

999 Ninth Road 
Lacey, WA 98503 

January 2, 2003 

Dr. Julia Edmonds, Director 
Child and Family Services 
Harmony House 
1122 Lovely Lane 
Cedar Creek, WA 99444 

Dear Dr. Edmonds: 

I want to thank very much for interviewing me yesterday for the counselor position. I enjoyed meeting with you and learning more about your program and services. 

My enthusiasm for the position and my interest in working with Harmony House were strengthened as a result of the interview. I think my education and internship experience fit nicely with the job requirements, and I am sure that I could make a significant contribution to your services over time. 

I want to reiterate my strong interest in the position and in working with you and your staff. Please feel free to call me at (360) 555-5555 if I can provide you any additional information. 

Again, thank you for the interview and your consideration. 

Sincerely, 


