Dear Cathy:

Thank you for taking time from your busy schedule to provide me insight into the XXX organization.

I propose to use my experience and leverage my accomplishments to help secure new engagements in order to strengthen the Managed Service business.

I look forward to working with you and other XXX team members in the near future.

Sincerely,

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

(for the senior interviewer or hiring manager
 Note 2nd paragraph indicates your understanding of the position)
Dear Julie:



Thank you for taking time to describe potential opportunities with XXX, and how my experience can match company needs.  I enjoyed our conversation.  

Project management requires planning, standards, effective communication, an ability to motivate team members and creativity for solving problems.  All are strong skills that I successfully use regularly.  Strengthening XXX’s managed service business is a challenge, and I am confident these skills, combined with consulting experience, will meet and exceed such challenges.

I look forward to speaking with you again and others in the XXX team soon. May I call next Tuesday morning to provide additional information you might require of me?
Sincerely,

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

 

     

(second thanks after a prior thank you from the initial meeting

 the 2nd paragraph is intended to sound like you are already hired)
Tom,

I enjoyed our conversation, and know we will work well together.  The opportunity to discuss the company’s operation with Jeff and Scott, was also very helpful. 

My experience, I am confident, will help convert both clients and prospects into key clients as we build the New England / Eastern New York business. 

I await your call for additional meetings.

Sincerely,

__________________________________________

Scott,


Thank you for lunch and for describing the opportunities within XXX.  I enjoyed our conversation.  Your experience during the past year, and the support you received form the company gives me the impression that true teamwork exists throughout.  That is critical to both the company and to ones own success.  


You helped convince me that XXX is a very good place to work.

Sincerely,
