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After you complete the job interview, you will probably be so relieved that you’ll want to take a big rest break.  This certainly is a good time to pause and pat yourself on the back for a job well done.  However, don’t take too long of a breather, because there is more work to be done.  There are several action steps you should take after each interview.  

These steps include:


· Step One:  
Send a Thank You Note

· Step Two:  
Review Your Interview Performance

· Step Three:
Harness the Power of Your References 

· Step Four:
Place a Follow Up Phone Call

Each of these steps is important to further promote your candidacy for the position and to build on your interview skill set for the future.  Let’s review each of these action points and the specifics of how to complete them.  

Step One:  The Thank You Note

Always send a thank you note after a job interview.  This is absolutely essential.  It is a prime opportunity to reiterate your top qualifications for the position and reinforce the message you delivered in the interview itself.  It also demonstrates to the hiring manager that you are organized and have excellent follow-through skills. 

The following section provides information on how deliver your note and how to structure the content.  A sample thank you letter and template are also included. 

Delivery 

Send your note within twenty-four hours of the interview.  To aid in a speedy delivery, I suggest you send the letter via email rather than postal mail.  Yes, it is true that sending your letter on nice paper through the regular U.S. mail can be a classy touch.  However, I believe the speed of email works more to your advantage.  The hiring manager will most likely be meeting with other candidates in the days after your interview.  Having your thank you note arrive right away sets you apart from other candidates and keeps you in top of mind awareness.  

Who should you send the thank you note to?  Send the letter to each person you interviewed with.  In some job interviews you will meet with the hiring manager and that is it.  During other interviews you’ll meet with the hiring manager as well as a group of her colleagues.  Get the business cards of everyone you meet with so you can send a thank you note to each of them.  

It is perfectly acceptable to send a similar thank you note to each person.  To make it somewhat personal though, do add a sentence or two at the beginning of each email tailored to the individual.  Use this opportunity to reference something the two of you discussed during your meeting. 

Do you need to send a thank you note to everyone you met at the company?  Not necessarily.  However, it is a nice touch to send off a quick email even to those people you met tangentially during the day.  This could include the receptionist who greeted you at the door.  Also, sometimes during job interviews, they will walk you around the office to meet each member of the team.  If it is a small office, and you have access to each person’s email address, then you certainly could send off a quick note expressing it was nice to meet them.  

However, if it is a group of ten people or more, I wouldn’t worry about sending a note to everyone.  Also, don’t appear as though you are playing favorites.  If you send an email to one of the people you met casually, then you should probably send one to everyone you met that day.  Without having too much insider information about how the organization works, what the hierarchy is and who has the most pull, you don’t want to inadvertently offend anyone. 

Content 

Now let’s discuss the content of your thank you letter.  The note does not have to be lengthy by any means.  Actually, the simpler and more concise it is, the greater impact it will have.  

I have provided a sample letter for you.  As you can see, it uses bullet points to highlight the candidate’s top selling points.  The use of bullets makes the note highly reader-friendly.  Since you are sending it electronically, you want to make sure your note is as easy to read as possible.  

Again, be sure to send your thank you note within twenty-four hours of the interview.  The same day is optimal.  This can be difficult to do as you rush from the interview back to work, or to your other personal responsibilities of the day.  There are a few things you can do to help you meet the twenty-four hour deadline.  First, I suggest you create a thank you note template.  This is a stock document you can use over and over again for each of your interviews.  Also, the day before each job interview, take a few minutes to customize your thank you note template to that particular position.  That way, all you need to do after the interview is finalize the note and email it off.      

For your convenience, I have developed a job interview thank you note template for you.  It appears below the sample letter.  Use this stock template to create a customized template of your own.  Then, tailor the template to each job you apply to.  

Match your bullet points to your 60 second sell 

Restate Your Qualifications

Give Bullet Points on What You’re Bringing to the Position

Restate Your 60 Second Sell in the Thank You Letter


Your Qualifications 

Your Skills


Your Commitment


Your Hard Work 

Based on my level experience and skill, I am a great fit for this job because…

Sample Thank You Note 

Dear Mr. Smith:

Thank you very much for the opportunity to talk with you today about the Vice President of Communications position.  I thoroughly enjoyed speaking with you and learning more about The Smith Company. 

As I mentioned, the following are the professional competencies I possess that I believe would allow me to excel in this position:

· Seasoned communications professional with over twenty years in the industry

· Proven track record of creating and implementing successful public relations campaigns

· Senior executive management experience in leading, motivating, developing, and directing staff to accomplish organizational objectives

· Excellent business development and client relations management skills

Again, thank you very much for meeting with me.  I appreciate your time and consideration.  If you have any further questions, please do not hesitate to contact me.  I look forward to speaking with you again soon. 

Sincerely,








Jane Jackson  

Thank You Note Template

Dear < Name of person you interviewed with >:

Thank you very much for the opportunity to talk with you today about the < Job Title > position.  I thoroughly enjoyed speaking with you and learning more about < The Organization >. 

As I mentioned, the following are the professional competencies I possess that I believe would allow me to excel in this position:

· <Related Skill >

· <Related Skill >

· <Related Skill >

· etc… (additional qualifications relating to the position)

Again, thank you very much for meeting with me.  I appreciate your time and consideration.  If you have any further questions, please do not hesitate to contact me.  I look forward to speaking with you again soon. 

Sincerely,








Your Name 

Step Two:  Review Your Interview Performance

To help you with the ongoing process of refining your interview skills, conduct an assessment of each of your interview performances.  This after-action report will allow you to debrief each interview experience and identify what you already do well and what areas you can improve on. 

The following exercise will aid in this process.  Review your performance in terms of the effectiveness of your talking points, your delivery, your ability to connect with the people you met with, etc.  The idea is to come up with improvements for the future, but also be gentle and supportive of yourself.  

So you can remember all the feelings and details associated with each interview, try to complete the assessment within forty-eight hours of the meeting.  Program it in your calendar as soon as the actual interview is scheduled.  

Here is the post-job interview assessment.  

Exercise:  Post-Job Interview Assessment 

Interview Date:  ___________________________

Position:
   ___________________________

Employer: 
   ___________________________



What did I do well in this interview?

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

What would I like to do even better next time?

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

What can I do to prepare even more thoroughly for my next job interview?

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Additional comments:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Step Three:  Harness the Power of Your References 

Once it gets down to the final decision making in the interview process, there is a unique strategy you may want to take with your references.  If you really want the job and would like to go out of your way to impress the hiring manager, consider the following course of action:  Ask each of your references to personally call the decision maker.  

Under this approach, rather than waiting to be called, your references proactively contact the hiring manager to share their personal recommendation of you.  This demonstrates that your supporters are true fans and believe in you enough to proactively place a phone call on your behalf.    

Whether or not this approach is appropriate for the particular job you’re applying to is completely your call.  This is simply a strategy for you to consider.  

Here is another tactic for your consideration that also harnesses the power of your professional network.  Review your entire list of contacts to see if there is anyone you know who may be acquainted with the hiring manager.  These are people who are not on your list of references but know the hiring manager in some capacity.  Consider asking any mutual contacts to place a call to the decision maker to put in a good word for you. 

Step Four:  Place a Follow Up Phone Call

The fourth and final post-interview action step is to place a follow-up phone call.  This is something you can consider doing if you don’t hear back from the employer within the expected timeframe.  

At the end of each interview inquire as to the employer’s timeline for making a hiring decision.  That way, you are not left in the dark as to when to expect to hear back from them.  For example, the employer indicates they will be making a decision within two weeks.  If two weeks go by and you do not hear anything, it is perfectly acceptable to place a follow-up phone call.  When you call, simply ask if they would like any additional information about your candidacy and inquire as to where they are at in the hiring process.  

Action Steps from this Chapter

Your action steps from this chapter are:


· Draft your job interview thank you note template

· Get your professional and personal contacts list in order 

If you haven’t done so already, please consult your calendar right now and schedule time to complete these action steps in the next seven days.  If you have any questions, feel free email me at Maret@MaretMcCoy.com.  I am here to support you in this process! 


Your Commitment to Yourself
Thank You Note Template:

I will draft my job interview thank you note template on the following date and at the following time and place:



Date:

____________________________________


Time:

____________________________________

Place:

____________________________________

Contacts List:
 

I will get my professional and personal contacts list in order on the following date and at the following time and place:



Date:

____________________________________


Time:

____________________________________

Place:

____________________________________
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Maret specializes in helping professional women discover their authentic career fit – a job that is in alignment with their greatest strengths and passions and meets their personal and professional needs.  

Maret works in her dream job and lives in her dream location of Maui, Hawaii.  

Click here to review her Discover Your Authentic Career Fit Program for Women.  

Maret can be reached directly at Maret@MaretMcCoy.com.  Feel free to contact her if you have a question or want to learn more about how she may be able to help you.  If you’re interested in working with Maret, click here to schedule a complimentary coaching consultation.

Check Out These Additional Resources:

Complimentary Monthly E-Zine
Career Acceleration Program

Communication Skills Enhancement Program

Work/Life Sanity Program

Join Maret on Linked In, the premier professional online network at:  LinkedIn.com/maretmccoy
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