Interview Follow Up Letter

A professionally written thank you note can quite often help the
interviewer break a tie between two candidates for a position.
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Interview Follow Up Letter
Even if you are not 100% sure you want the job you’ve
just interviewed for, you should always take the time to write
and send a interview follow up thank you note. Quite often
when there is a tie between two candidates for a position, it
is the candidate who showed the greatest interest during
the interview (by asking for the job) and just as importantly
followed up with a professionally written thank you note that
breaks the tie and gets the offer.
The following is a suggested format for writing a thank
you note to your prospective employer after your interview has
been completed. Always send the thank you note promptly.
Overnight express is the best bet because it shows on your part,
a high level of enthusiasm, commitment and the willingness
to invest a few dollars to communicate a clear statement of
interest. The thank you note is also going to be the first thing
a person opens and will be remembered over other competing
candidates.
So, write three short paragraphs.

First Paragraph:
What’s in it for the employer?

Here is where you want to remind the employer of some
of the main benefits you could provide if they were to hire you.
During your interview, there were points of agreement between
you and your potential employer that are worth noting. When
the hiring manager said Ah, Aha or I agree with you or yes you
do have the experience to help us in that area, these are what I
mean by the “points of agreement”.
Don’t focus on possibilities or projects to far into the future.
Focus on short- term projects and activities or projects where
you can hit the ground running. Identify recognizable goals
or skills you know your potential employer agrees you could
accomplish or provide as a valuable asset to the company. Then
outline them in a point-by-point manner usually hitting on 3 to
5 key points.
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Second Paragraph:
What’s in it for you?

Here is where you tell the employer why you want the job.
When you interview for a position, one of the key questions
the employer is thinking about is, why does this person
have interest in this job? One of the first screening questions
employers use to determine whether or not they will even
interview a person (who’s at least qualified on paper), is “Why
is this person looking now and why did they leave all their past
employers?” Answers to these questions can tell an employer
a lot about the way you think and what motivates you. And
these answers can commonly be just as, if not more important,
than the compensation and experience qualifiers.
So it goes without saying, employers want to make
sure the person they hire is interested in the job for the right
reasons.
Hiring, from the employers point of view can be a very
stressful experience. The employer is under internal pressure
and scrutiny to hire people who will get along well with
other employees. The employees need to be able to deal with
all the corporate politics involved in their office, represent
the company professionally to customers, eliminate (or at
least) avoid the myriad of risks associated to all sorts of legal
litigation but just as importantly, perform the job as outlined.
Hiring can also be very expensive, so the employer wants to be
sure you’re the right fit for the long term. You’re an investment
in time and resources and the employer wants to be proud
they made the right decision to ask you to join the company.
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Or in an intermediate level close you might say: I am
hoping to hear from you soon and as I am quite busy and
sometimes hard to reach, if I don’t hear from you in a week I’ll
give you a call on the following Monday.
A hard close might sound like this: It’s been a long time
since I felt this comfortable about an opportunity and want
you to know that I am looking forward to entertaining an offer
and would like to begin discussing preliminary details as soon
as possible.

Some Food for Thought

Sometimes first and second interviews don’t always
provide you with answers to all of your questions. That’s OK
though. As long as you get an offer. Once you get an offer
the tide turns. Up until the employer makes a decision to hire
you, you have very little leverage to push for confidential or
sensitive information or to ask tough questions about politics,
vacations, work hours etc… to aid you in your final decision.
So reasons like, I’d like to be closer to home, I’ve been
out of work for 6 months and need a job, or I can’t stand my
boss or job any more, are all valid reasons why you might be
looking, they’re just not what the employer wants to hear.
The employer wants to know that you’re interested in
the job because you feel you could really fit into the corporate
culture well here. They want to hear you say that you see
solid opportunities, where through contributions you could
advance and develop new skills. You enjoy and would be
challenged by the responsibilities of the position and really
like the employer and people you met during the interview
process. These are a few examples of reasons you might want
this job. And not just any job that would be better than the
one you have now or at least until something better comes
along.

With an offer in hand, you now have a position of
strength. Getting an offer puts you in the drivers seat and
gives you the right of first refusal. With a decision made the
employer becomes motivated to answer all your questions
thoroughly and will feel much more comfortable bringing you
in on the inner details of the company because they feel you’re
worth trusting and worthy to share more intimate details
with, because they expect you’ll shortly be joining the team.
No one’s got the right to push you, let alone the ability
to force you to accept an offer, so if you still have questions
now is the time to outline them. Be prepared to ask all of your
remaining questions during the offer stage. Also, complete
your process of questioning the company quickly so as not to
drag out the acceptance process more than a day or two after
the offer is made.

So outline your reasons for interest in a point-by-point
manner usually hitting on 3 to 5 key points.

Third Paragraph:
Ask for that next step in the interview
process and or the job.

When do you ask for the job? Early and often! Remember
ties are broken by asking for the job. Especially if asked with
enthusiasm.
You can ask for the job with a statement as simple as:
I am really excited about this opportunity and hope to hear
from you soon.

ROPELLA | Interview Follow Up Letter

www.ropella.com | 850.983.4777

A b o u t patric k rope l l a
Having dedicated his career to helping companies across the globe in sourcing,
marketing to, assessing, recruiting, on-boarding, retaining, training and
transforming top talent, Patrick Ropella has a global perspective on Executive
Search and Talent Management.
He has worked across all roles and functions, cascading from the top levels
of management to also placing apprentices coming straight out of college. Over
the past 20+ years he has seen many individuals he’s personally assisted make
career transitions, become well trained leaders, join the C-suite at many of the
world’s largest corporations.
His experience within the global chemical industry as a dominant talent
management leader allowed his firm, Ropella Group, to grow to the leading
position it now holds with a wide variety of corporate clients with the chemical
industry, transition to serving major consumer product companies, energy
companies, Nano, Bio and other high technology companies.

Chairman & CEO,
The Ropella Group
Phone: 850-983-4997
Email: ropella@ropella.com
Website: www.ropella.com

ROPELLA
TM

G R O W I N G G R E AT C O M PA N I E S

Ropella, with 25 years experience, is the leading
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