
Assumption Career Development & Internship Center (CDIC) 
Alumni 026 | 508-767-7227 | careerdevelopment@assumption.edu 

career.assumption.edu 

Send your note 
within 24-48 
hours of your 
interview 

SAMPLE THANK YOU NOTE 

Jane Jones 
500 Salisbury Street, Box 1234 
Worcester, MA 01609 

September 20, 2021 

Ms. Emily Wright 
Enterprise Holdings, 
Inc. 400 Rental Road 
Chelsea, MA 01115 

Dear Ms. Wright, 

Thank you for taking the time to interview me on September 19, 2021 for the Management Internship Program 
position at Enterprise Rent-a-Car. I enjoyed meeting with you and learning more about the company and internship 
opportunity. 

I really enjoyed learning about your experience as an intern and your career path at the 
company. It was great to hear that interns are given a lot of responsibility and the 
opportunity to network with team members from other locations. Because of the 
importance of customer service in the role, my experience at Stop and Shop and 
leadership roles on campus make me an outstanding candidate for this position. I am 
confident that I will be a valuable member of the Enterprise team, adding energy and 
enthusiasm in all aspects of the job. 

Thank you again for your time and consideration. I am very excited about the Management Internship Program and look 
forward to hearing from you soon. Please feel free to contact me at (123)456-7890 or Jane.Jones@assumption.edu if you have 
any additional questions about my qualifications. 

Sincerely, 

Jane 
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timeline. Email is acceptable, especially if 

Email vs . Handwritten Note?
This might depend on the hiring 

your handwriting isn’t particularly neat. 

A well written handwritten note will 
likely stand out. 

Elaborate  on important  points 
from the interview to show your 
enthusiasm and interest, and to 
remind the interviewer   who you 
are .  Sometimes they can have 
multiple interviews   in one day! 

If   you   were   interviewed   by   more   than 
one person, you should send a 

personalized  thank  you  note  to  each 

Keep your note to about 
half a page in length 

mailto:careerdevelopment@assumption.edu
mailto:careerdevelopment@assumption.edu
mailto:Jane.Jones@assumption.edu

	Binder2.pdf
	Binder1.pdf
	Updated PCH (002)
	Full Handbook
	2020-2021 Ed Book
	2018 Booklet FINAL
	Cover - Professional Communication Handbook




	Updated PCH (002)
	Full Handbook
	Prof. Comm Books Final - 2019-2020
	Prof. Comm Books Final - 2019-2020.pdf
	Cropped 2nd page
	Assumption_4-YEAR-ROADMAP Final.pdf



	Prof. Comm Books Final - 2019-2020
	Prof. Comm Books Final - 2019-2020.pdf
	updated Blue Books - 5-17-19
	Blue Books.pdf
	Assumption College Career Development & Internship Center Professional Communication Handbook




	Prof. Comm Books Final - 2019-2020


	Updated PCH (002)
	Full Handbook
	Prof. Comm Books Final - 2019-2020
	Prof. Comm Books Final - 2019-2020.pdf
	updated Blue Books - 5-17-19
	Blue Books.pdf
	Frequently Asked Questions






	Updated PCH (002)
	Full Handbook
	Prof. Comm Books Final - 2019-2020


	Liberal Arts & Science Resume & Action Verbs
	Updated PCH.pdf
	Full Handbook
	2020-2021 Liberal Arts Resumes & Action Verbs.pdf
	Prof. Comm Books Final - 2019-2020.pdf
	Prof. Comm Books Final - 2019-2020.pdf
	Prof. Comm Books Final - 2019-2020.pdf
	updated Blue Books - 5-17-19
	Blue Books.pdf
	Résumé Action Verbs






	2020-2021 Liberal Arts Resumes & Action Verbs
	Prof. Comm Books Final - 2019-2020.pdf
	Prof. Comm Books Final - 2019-2020.pdf
	updated Blue Books - 5-17-19
	Blue Books.pdf
	Résumé Action Verbs
	Home Address Campus Address
	EDUCATION
	COURSEWORK
	EXPERIENCE
	ACTIVITIES
	Assumption College Field Hockey (NCAA Division II) Fall 2016-Present
	Campus Activities Board (CAB) Fall 2014-Fall 2015




	2019-2020 Liberal Arts - Centered
	2019-2020 Resumes Combined.pdf
	Prof. Comm Books Final - 2019-2020.pdf
	updated Blue Books - 5-17-19
	Blue Books.pdf
	Résumé Action Verbs
	EDUCATION
	GPA: 3.74/4.0
	May 2019

	EXPERIENCE
	Intern
	September 2017 - Present
	Shift Supervisor
	Cashier August 2015 - August 2016

	ACTIVITIES/VOLUNTEER
	SKILLS






	Prof. Comm Books Final - 2019-2020
	updated Blue Books - 5-17-19
	Blue Books.pdf
	Résumé Action Verbs
	SAMPLE LIBERAL ARTS RESUME (3)
	Center for Living & Working, Worcester, MA January 2018 – May 2018
	African Community Education After School Program (ACE), Worcester, MA May 2016 – Present








	Science Resume.pdf
	2019-2020 Resumes Combined.pdf
	Prof. Comm Books Final - 2019-2020.pdf
	updated Blue Books - 5-17-19
	Blue Books.pdf
	Résumé Action Verbs
	SARA SMITH
	Home Address Campus Address
	EDUCATION
	EXPERIENCE
	ACTIVITIES
	SKILLS










	Updated PCH (002).pdf
	Full Handbook
	Cover Letter
	Prof. Comm Books Final - 2019-2020.pdf
	Prof. Comm Books Final - 2019-2020
	updated Blue Books - 5-17-19
	Blue Books.pdf
	Blue Books.pdf
	Résumé Action Verbs
	SAMPLE COVER LETTER










	Updated PCH (002).pdf
	Full Handbook
	Science Cover Letter
	Prof. Comm Books Final - 2019-2020.pdf
	Prof. Comm Books Final - 2019-2020
	updated Blue Books - 5-17-19
	Blue Books.pdf
	Blue Books.pdf
	Science/Research Cover Letter






	General networking email
	Prof. Comm Books Final - 2019-2020.pdf
	Prof. Comm Books Final - 2019-2020
	updated Blue Books - 5-17-19
	Blue Books.pdf
	Blue Books.pdf
	Science/Research Cover Letter
	SAMPLE NETWORKING E-MAIL/LINKEDIN MESSAGE







	Science Networking Email
	Prof. Comm Books Final - 2019-2020.pdf
	Prof. Comm Books Final - 2019-2020
	updated Blue Books - 5-17-19
	Blue Books.pdf
	Blue Books.pdf
	Science/Research Cover Letter
	SAMPLE SCIENCE/RESEARCH NETWORKING E-MAIL







	Thank You Note
	Prof. Comm Books Final - 2019-2020.pdf
	Prof. Comm Books Final - 2019-2020
	updated Blue Books - 5-17-19
	Blue Books.pdf
	Blue Books.pdf
	Science/Research Cover Letter
	SAMPLE THANK YOU NOTE







	2020-2021 Ed Book
	2018 Booklet FINAL.pdf






