702 South 40th Avenue (YOUR home address)
Yakima, WA 98908

February 28, 2009
Mr. Elvis Presley, Personnel Manager

Computers “R” Us

1234 Main Street

Yakima, WA 98902

Dear Mr. Presley:

Thank you for the interview yesterday.  I had a wonderful time visiting your company and meeting you.

I would enjoy contributing to Computers “R” Us and the important work you do in our community.  After touring your offices and visiting with many of your employees, I found your organization to be a very impressive operation.  I am convinced that I could be an asset to your team.

I appreciate your considering me for the position of Administrative Assistant.  If you have any further questions, I am available at (509)573-2255 after 3:30 p.m., or you may leave me a message.

Sincerely,

Your Name
WRITING THE “FOLLOW-UP” LETTER

Your application and resume’ have gotten you an interview, and that interview went well.  Now what?  Pace the floor and chew your nails?  No!  Put your hands to work.  A day or two after the interview you should send a follow-up letter.  A good follow-up message contains the following:

· A thank-you comment

· A statement confirming your interest in the job and your value as an employee, with specific reference to the interview.

· A statement about your willingness to answer further questions.

· Your phone number and times you’re available.

