Thank You Notes


Sometimes I just didn’t feel like it.  Either because I figured out during the day that I wasn’t a good fit for the job.  Or I really didn’t feel a connection was made with the hiring company.

And often I felt used and abused at the end of the day. Not lifted up and propelled forward.  Not overwhelmed with my potential new and trusted co-workers, bosses and direct reports.

I am also influenced by my experiences as a hiring manager.

Having received a lot of thank you notes over the years.  And the truth was that a thank you note was not something I needed from the top candidate after round 1.  If you are right for the job, you are someone that I will schedule for round 2.

And while I read them all, rarely did I read something in them that compelled me to change my view of that person.  In fact, many of them contained “throw-away” statements.  Not at all related to the conversation we had during the interview.

1.  Don’t try to do too much. Don’t write a short story.  Don’t feel a need to summarize the interview.  Don’t over-praise their organization (sounds like you are trying too hard).  And until you know there is some interest, I don’t recommend you spend a full day writing a business plan to include in the envelope.  Unless this is a perfect match, is a top ten target company or the hiring manager specifically asked for it.  Your effort can be a waste of your time.

2.  Less “thank you” and more a reinforcement of your value. A reminder about the important points you made and how, specifically, you fit the job description and fit the culture and stage the company is in (new, fast growth vs. re-building).  You undercut yourself by thanking the interview team so much that they start to wonder.  After all, both parties gave up their time to do the interview.  And both parties need something.  You need a job and they need someone like you to do something important at their company. You were not interviewed as a favor to you.  They weren’t throwing you a bone.  You were interviewed to potentially solve a business problem for the company.  And you were identified as a possible solution.
3.  Pick the right vehicle. Based on your experience at the company and those that you met while there, it may be obvious how to communicate.  I personally like an e-mail.  It is immediate, easy for most to process and, importantly, allows a quick and easy response.  But there are those who are more comfortable with a handwritten note.  More personal.  And a bigger commitment on your part.  But be careful on a few aspects.  First make sure you have good handwriting.  If not, it will frustrate the reader.  And make sure you purchase professional stationery vs. whatever you can find around the house (generic “thank you” cards).  Remember you are reinforcing your personal brand.  Finally, how important is social media to the role and the hiring company?  Could you send a follow-up or thank you via Twitter, LinkedIn or Facebook?


So I’m not saying, “don’t send one”.  I’m saying, if you decide to send one, make sure the right message is delivered.  One that strengthens your position and reinforces your value already expressed and demonstrated on interview day.
4.  Networking.


Even when networking is done right – when there is a good “give and take”, a thank you is always appropriate and much appreciated!  And I don’t much care if it is an e-mail, a text message, a hand written note, a $5 Starbucks gift card or a re-tweet of a post you liked.  I sincerely appreciate a thank you.  As does anyone who has taken time out of their busy life to help.  It nicely closes the loop on a networking interaction.

Some examples:

1. A recruiter who gives you 15 minutes of their time when they don’t have a match for you. 

2. A fellow networker in transition who helps you get your feet wet on your own search. 

3. An employed person who shows up at networking events to give back. 

4. Anyone who forwards you a targeted job lead. 

5. A speaker at an event you attend.
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Interview Thank You Notes: 

Dear Mr. Moody: 


Thanks for taking the time to meet with me about the account executive position yesterday. The job seems like a very good match for my skills and interests. The strategies you outlined are just my style and I know I would hit the ground running. 


In addition to my 8 years of experience in your industry, I will bring strong writing and leadership skills as well as a ton of energy to your team. I've also got solid organizational skills and know I could help bring order to the areas you mentioned. 


I am very interested in working for you and look forward to hearing from you soon. 

Regards,

--------------------------
Hi Nikki, 


Thank you so much for helping me get the accounting position. I'm really looking forward to starting and I know I'll do well. I so appreciate the time and effort you put into making it happen. 

Thanks again, 

--------------------------
Dear Ms. Singh: 


Thanks for taking the time to discuss the technical recruiter position with me today. I think my background in recruiting makes me a strong candidate, as does my attention to detail and organizational skills. I know I would hit the ground running. 


If you have any questions, please feel free to email or call me again at [phone number]. 

Regards,

--------------------------
Mr. Lewis, 


It was a pleasure to meet you this afternoon. I was impressed with your department's energy and positive attitude. I would definitely enjoy being a part of that and know I could contribute even more creativity to your already cutting-edge group. 

Good luck with the guitar lessons. I hope we get another chance to discuss music-- I don't often find people who like The Buzz as much as I do! 

Best regards, 

-------------------------- 

Dear Mr. Tuttle, 


I enjoyed speaking with you yesterday regarding the sales position. I have a new respect for Tuttle & Sons after hearing about its humble beginnings. Your plans for further expansion sound exciting and I hope I can contribute to your future success with my CRM experience and entrepreneurial background. 


Thank you for taking the time to meet with me and introduce me to Mr. Cobb. I look forward to seeing you again. 

Sincerely, 

--------------------------

Dear Tom, 


Thank you for taking the time to discuss the accounting position with me. After meeting with you and Lisa, I am sure that my background and skills fit your needs. In addition to my education and experience, I will bring excellent attention to detail and organizational skills to this job. 


I look forward to hearing from you concerning your hiring decision. I appreciate your consideration. 

Sincerely, 

--------------------------
Dear Lisa: 


Thanks for taking the time to meet with me about the accounting position the other day. The job seems like a very good match for my skills and interests. I know I would be an asset to your company. 


I am very interested in working for you and look forward to hearing from you soon. 

Sincerely, 

--------------------------
Dear Mr. Lee, 


Thank you for meeting with me about the financial analyst position. From what you told me about the job, it sounds like a great match for my skills. I have always enjoyed detailed work and am known for being organized and logical. 


I appreciate your time and hope to hear from you soon. 

Regards, 

--------------------------
Dear Mr. Gates, 


Thank you for taking the time to discuss the sales engineer position at Company X with me. After meeting with you and Ms. Green, I am further convinced that my background and skills coincide with your needs. In addition to my education and experience, I will bring excellent attention to detail and ingenuity to this position, as we discussed. 


Thanks also for introducing me to the team and showing me the campus. I know I would enjoy working with you and your group, though I worry about how many more of those outrageous cookies I'll eat from the cafeteria. I look forward to hearing from you concerning your hiring decision. I appreciate your consideration. 

Sincerely,

--------------------------

To a Recruiter: 

Dear [Recruiter], 


I appreciated the chance to talk to you on the phone the other day about the accounting position. I know my attention to detail and strong organizational skills will make me a good candidate at another firm, if not [Company X]. 


Thanks again for your time. Please call me at 555-555-5555 if you have any questions. 

Regards, 

--------------------------

When You Didn't Get the Job: 

Dear Mr. French: 


Thanks for taking the time to meet with me about the accounting position the other day. I understand you went with a different candidate but I'm glad I got the chance to meet you and learn more about your company. 


Best wishes in the future. 

Sincerely, 

The Letter to Write When You Don't Get the Job


Don't get mad; get gracious. A follow-up letter after you don't get the job is so rare, you will stand out and it may lead to future recommendations or another job.  Julie Bauke calls it the "big boy/big girl letter." It's the gracious letter sent by the candidate who got passed over in the final hiring decision, thanking the hiring manager for the interview, perhaps asking that they keep the candidate in mind for future openings, or even requesting feedback regarding what the candidate could have done better or communicated more effectively.


Another apt term would be "the snowball in hell letter," given their scarcity. When she was in human resources, Bauke received a measly five of them over the course of 16 years.  If you can muster the professionalism and grace to thank the people who interviewed you, rather than cursing them out, you could transform yourself from a reject into a pearl. Bauke has been a career strategist for 13 years and is now president of Congruity Career Consulting, but she still remembers the thought that popped into her head every time she got a gracious letter:

Did I make the right decision?


We talked to hiring professionals and job seekers who plucked success from the ashes of rejection. Read on for their input on why you should write such a letter, what it might contain and the positive results that can come from having written them.

What to Write


Whom to Send It to. Normal thank-you letters are addressed to everyone who interviewed you. The big-boy/girl letter, however, only goes to the decision maker and/or the HR representative you dealt with, according to Jane Trevaskis, a certified professional coach. "If the [rejection] letter you received is signed by the HR person . thank both of them," she said. "If it is signed by the hiring manager, you need to send a thank-you note only to that person."


What to Say. Thank them for considering you for the opportunity, Trevaskis said. Tell them what impressed you about the company or the department you were being considered for. Let them know you would like to keep in touch and would like to be considered for future openings.  Sandra Lamb, a career, lifestyle and etiquette expert and the author of several books on the topic of writing, advises clients to keep the letter brief and very positive. State that you were disappointed, but congratulate the hiring person(s) on having made a selection, and then wish them well.


In a final, short paragraph, Lamb advises that clients reiterate a positive point from their interview that reflected well on the interviewer and, again, state that they'd like to be considered for future openings.

Sample Letter


Lamb provided the following sample of the letter she coaches her clients to send upon receiving the "we aren't hiring you" notification:

Dear Bob:


I would be lying if I said I'm anything but keenly disappointed that I wasn't your final choice for the position of [job title]. But knowing how professionally and thoroughly each candidate was interviewed, and having made it to the "final [number of candidates on short list]," I'm also honored to have been on that short list. I appreciate that your job of selection was very, very difficult.


It was a pleasure getting to meet you and seeing how well your team works together. [Customize the following: You are a rare and skilled manager. I particularly like your style of relating to your team, and sincerely hope that sometime in the future we get an opportunity to work together. (I agree that my skills are a great fit for your team.)]


I wish you and your team great success. Thank you again for all your efforts on my behalf. I will look forward to seeing you at one of the area association meetings.

Best regards,

The Fruits of Graciousness


One of Lamb's clients, the IT group leader for a national bank, got a call from a hiring person who received his letter following a rejection. The manager said he was disappointed that he couldn't have hired both of the final candidates, then referred Lamb's client to another position in another company, for which he was hired.


Another of Lamb's clients, a regional manager for a telephone company, employed the same tactic and wound up being hired by another department in the same company. He was later told that his letter was an influencing factor in getting the referral.

Alternatives to the "Grown-Up Letter"


Calling can be a good alternative to sending a letter. Several years ago, Holly Meadows Baird applied for a commercial interior design position at Gresham Smith and Partners, a large architectural firm in Nashville, Tenn.  After several rounds of conversations and interviews, she didn't get the job. When the head of the department called to tell her that they had selected someone else, he quipped that she was their second choice, "if that made me feel any better," Baird said.


A day or so later, Baird called him back to tell him how much she appreciated the opportunity for the interviews and asked if they could set up a time to discuss what she could do to make herself a better candidate for his company in the future. He offered her insight on what his priorities were in hiring, suggested several books to read and provided constructive criticism of areas that she could strengthen in her resume and portfolio.


Four months later, another position opened up, and they called to see if she would be interested in interviewing. "The job landed in my lap," Baird said, and she believes it's because she took the time "to use the rejection as a means to grow, and [because I] specifically asked what I could do to make myself a better fit for the company in the future."

Gracious Letters as Networking Opportunities


Myles Falvella is taking a similar approach, hoping it will pay off in consulting gigs. The marketing executive is looking for a full-time job, but has been consulting in the meantime. When he doesn't get a position after interviewing, he sends a note with the standard "thank you/keep me in mind,"

but he also tacks on a potential consulting service he can provide.  Falvella makes a pitch for suggested consulting work based on needs revealed during the job interview. So far, he's used his "failed" interviews to identify potential work at a sales mapping application developer and a social media/PR opportunity.

"If I don't get the job," he said, "I do hope to get some business from the effort."

November 8, 2010 By Lisa Vaas.  Lisa Vaas covers resume writing techniques and the technology behind the job search for TheLadders.

The Ultimate Rejection Letter

Herbert A. Millington

Chair - Search Committee

412A Clarkson Hall, Whitson University

College Hill, MA 34109

Dear Professor Millington,

Thank you for your letter of March 16. After careful consideration, I regret to inform you that I am unable to accept your refusal to offer me an assistant professor position in your department. 

This year I have been particularly fortunate in receiving an unusually large number of rejection letters. With such a varied and promising field of candidates, it is impossible for me to accept all refusals. 

Despite Whitson's outstanding qualifications and previous experience in rejecting applicants, I find that your rejection does not meet my needs at this time. Therefore, I will assume the position of assistant professor in your department this August. I look forward to seeing you then. 

Best of luck in rejecting future applicants.

Sincerely,

Chris L. Jensen

http://www.chaosmatrix.org/library/humor/reject.html
Page 6 of 6

