Thank You for the Interview Letter
This is one of the most important yet least used tools in a job search.  It is used to establish goodwill, to express appreciation, and/or to strengthen your candidacy.  When used to follow up on employment interviews, thank-you letters should be sent within 24 hours to everyone who interviewed you.

2913 Baxter Rd.

Virginia Beach, VA 23465

February 29, 2007
Ms. Susan Carson

Director, Hamlet Child Development Center

100 Apple Lane

Virginia Beach, VA 23465

Dear Ms. Carson:

I want to thank you very much for interviewing me yesterday for the child-care position you described.  I enjoyed meeting you and learning more about your school.

My enthusiasm for the position and my interest in working for Hamlet Child Development Center was strengthened as a result of the interview.  My child development classes, summer jobs, and recent volunteer work as a storybook reader at the community center have prepared me well for a preschool teaching position.  I am especially interested in the field trip program you mentioned.  I would welcome the opportunity to contribute to that effort.

I enjoyed meeting you and your staff and look forward to hearing from you soon.  If I can provide any additional information, please call me at (000) 555-5555. 

Thank you again for your time and consideration.

Sincerely,

(Sign your name in black ink)
Joe Smith

Letter of Resignation

TO: Steven Burlingate

DATE: February 28, 2006
SUBJECT: Letter of Resignation

FROM: I.M. Owdaheer

This will confirm my resignation as Director of Human Resources at Das Book Group.

My last day of work will be March 13, 2006, which should allow me plenty of time to finish ongoing projects and to turn over my position to my replacement.  Please feel free to contact me at any time should you have any questions regarding my past work.  I hope that the transition will go smoothly for everyone.
My experience with DBG has been very rewarding.  I appreciate having had the opportunity to work for such a fine company.  I wish you and the organization continued success.

Thank-you for the Office Visit

Your address

Inside Address

(if possible, use the individual’s name)

Dear (name),

Thank you for your letter of (date) suggesting an office visit at (time) on the following dates: (list dates).  The most convenient date for me would be (date).  I will arrive at your office at (time).

I appreciate the opportunity to visit your office.  I am very interested and eager to learn more about possible employment opportunities with (organization name).

Sincerely,

(Sign your name in black ink)

Your typed name
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