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GUIDELINES FOR WRITING AN AFTER-INTERVIEW
FOLLOW-UP EMAIL
So you have an interview coming up? That is great! You’ll want to be sure that you
follow up that interview with an email to your interviewer(s).

Why is it important to follow up an interview with an email?
Not only is it courteous to thank your interviewers for their time and consideration, a
follow-up email also expresses your continued interest in the job. You want to keep your
name in the interviewers’ mind. The follow-up also gives you an opportunity to further
discuss any items from the interview that you’d like to touch on once more. And by
including items discussed at the interview, your follow-up will show that you are a good
listener and have further considered the items discussed.

What should be included in my follow-up email?
While there is no single formula for writing an after-interview follow-up email, there are certain items that
you’ll want to include:







Thank the interviewer for his or her time and let them know that you enjoyed getting to know them
a little.
Remind your interviewer that you are interested in the job and why.
State how you feel the interview went. Admit any mistakes you made or what you might do
differently. Or add anything that you didn’t get the opportunity to say during the interview.
Refer back to one of two main points from the interview and let them know how you see yourself
as a great fit for the company, the team, or the position and how you can help the company to
address their current challenges.
If it wasn’t clearly stated in the interview, ask the interviewer what their next steps are in the hiring
process or what their timeline is for hiring.

What are tips to writing an effective follow-up email to my interviewer?








Send your email within 24 hours after your interview. Don’t send a handwritten note as it will
make you seem behind the technology curve.
Your email should not extend a single typed page—no more than 500 words.
Take notes either during or right after the interview. Items to jot down include all of the
interviewers’ names, major points of discussion, the vision of the company, challenges faced by
the company, and specifics about the role of the job.
Send a personalized email to each interviewer. Don’t simply change the name on the email and
send the same wording to all interviewers. Create a new message for each member of the
interview panel. For example, if you are writing to someone who you might be collaborating with
on projects, you might say something positive about their current project or let them know that
you are excited about the opportunity to work on a future project with them.
Give some concrete examples of what you can offer as part of the team or what you can
specifically do to address any challenges the company or team is currently facing. Even if you
already stated this in the interview, state it again here.
Don’t discuss salary or benefits in the follow-up email.
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The email should be addressed to a
specific person who was part of the
interview.

SAMPLE FOLLOW-UP EMAIL

Ms. Lopez,

Here, the hopeful job candidate
is thanking the interviewer for
the interview.

Thank you for taking the time to sit down and speak with me yesterday. It was
great getting to know more about you, the company, and the media specialist
role. This position is one that I am passionate about and have the necessary
experience to support. The company and your team seem to closely align with
my own values, which would allow me to fit into the culture and build strong
working relationships.
In this paragraph,
he discusses a
specific point made
by the interviewer
during the interview
and adds a bit of
additional detail
about his
experience to show
why he is an
excellent candidate
for this specific job.

Here, he asks for
an expected
timeline of the
hiring process.

This is where the
writer shows his
interest in this job and
explains why he is
interested.

In our meeting yesterday, I did not mention a summer internship where I
received both expert training and experience in media marketing. This
experience relates to some of the same issues your company is currently
facing. The company where I interned faced similar issues including negative
press, which created some marketing communication struggles. As an intern,
I was part of the team that assessed the needs of repair and the various
strategies and approaches we could take to improve our public relations.
Together, we created a media communications plan and were able to improve
our company image. Having this experience would allow me to immediately
contribute to your team and organization in a positive way.

Your follow-up e-mail
is a great place to
discuss anything you
forgot to mention in
your job interview.

Ms. Lopez, I hope to have the opportunity to work with you and your team on
this project and future projects. Your leadership would be of great value to me
as I continue to sharpen my expertise as a media specialist.

In this paragraph, the
candidate personalizes
this follow-up email to
Ms. Lopez by speaking
about her team and her
leadership.

Do you have a timeline for hiring for this position or know when I might expect
to hear back from you? Please let me know if there is any additional
information you need from me or if you have additional questions regarding
my experience or qualification. I look forward to a hearing from you.
Sincerely,
Joshua A. Golin
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You should include a professional and
friendly closing to your follow-up email.
Lastly, be sure to sign your email with
your full name.

