
Email is a powerful tool in the hands of a knowledgeable job-seeker. Use it wisely and you will shine. Use it improperly and you’ll 
brand yourself as immature and unprofessional.

Email is often the preferred method of communication between job-seeker and employer. There are general guidelines that should be 
followed when emailing cover letters, thank-you notes and replies to various requests for information.

Send

New Message

To           John Jones <jjones@xyzcorp.net>

From      Jane Smith <smith_jane@rwu.edu>

Subject  Thank you!

Dear Mr. Jones:

I just wanted to send a quick note to thank you for yesterday’s interview.  
The position we discussed is exactly what I’ve been looking for, and I feel 
that I will be able to make a positive contribution to your organization.  
I appreciate the opportunity to be considered for employment at XYZ  
Corporation. Please don’t hesitate to contact me if you need further  
information.

Sincerely,

Jane Smith

EMAIL SUBJECT
Use a meaningful subject header—one that is 
appropriate to the topic.

TITLES
Address the recipient as Mr., Ms., or Dr. and 
always verify the correct spelling of the  
recipient’s name. 

If the person uses initials such as J.A. Smith and 
you are not certain of the individual’s gender, then 
begin the email: “Dear J.A. Smith.”

CONTENT
• Be brief. Don’t overload the employer with lots

of questions in your email.
• Save the emoji for the friends and family.
• Do not use strange fonts, wallpapers or

multicolored backgrounds. Stick to standards
like Times New Roman, 12 point or Helvetica,
10 point.

• Avoid using slang.

LAST CHANCE
ALWAYS proofread and spell-check before sending. Your emails 
say far more about you than you might realize. If you are sloppy 
and careless, a seemingly trivial communication will stick out 
like a sore thumb. SIGNATURE

Sign using your full name. Make sure any social 
networks mentioned in your (optional) signature 
block have been reviewed, deemed safe for 
work and useful to your professional brand. Also 
remove all irrelevant quotes, links and images.

THANK-YOU NOTES
If you’ve had an interview with a prospective employer, a thank-you note is 
a good way to express your appreciation. The note can be emailed 24-48 
hours after your interview and only needs to be a few sentences long. See 
the above example.

CORRESPONDENCE

Adapted with permission from University of Maryland’s Terp Guide.

To sound more positive and confident during an in-person 
or phone interview, smile while you are speaking.

-Rebecca Limson, Recruiter
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Thank You Via Email Email Follow-Up
APPLICATION FOLLOW-UP

RESCHEDULING INTERVIEW

1ST INTERVIEW FOLLOW-UP

DECLINING AN OFFER

(Subject Line: Thank You for the Interview)

Dear Ms. Atkins:

Thank you for the interview on Monday, March 24, 20XX, 
for the position of Quality Engineer in the manufacturing 
division.

I enjoyed talking to you and found the interview most 
informative.  The prospect of joining ABC Product Company 
is very exciting.  My engineering background, combined 
with my recent internship experience as a design intern, 
will enable me to become a valuable member of your 
engineering team.

Please let me know if you require any additional 
information.  Thank you for your time and consideration.  I 
look forward to hearing from your soon.

Sincerely,

Adam Smith

Note: Do not misuse or overuse LinkedIn when following 
up after your initial interview. One email message to the 
interviewer is the best practice.

(Subject Line: Responding to Your Offer)

Dear Ms. Sargeant:

I am writing to thank you for your offer to join ABC 
Company.  After considerable thought, I have decided 
not to accept the offer of employment for the Expeditor’s 
position.  This has been a very difficult decision for me, 
since I respect and admire the work of ABC Company.

I appreciate the opportunity to meet you and the members 
of your team.

Sincerely,

David P. Ortiz

(We recommend sending this message about two weeks 
after you apply.)

Dear Ms. Dermott:

As you consider candidates for Bank of America’s Financial 
Analyst position, I would like to reaffirm my interest in 
contributing to your organization’s growth.

I would like to confirm that you have received my full 
application, and find out where you are at in the hiring 
process. I believe my economics background and 
internship experience at Merrill Lynch has prepared me to 
become a productive member of your audit department.  I 
am confident that my student leadership at Roger Williams 
University would facilitate my ability to take charge of 
projects quickly and responsibly.

Thank you for the consideration for your Financial Analyst 
position.  I look forward to speaking with you to further 
discuss the contributions I could make to Bank of America.

Jennifer Lopez

(Subject Line: Rescheduling Interview—Academic Conflict)

Dear Ms. Jones:

Thank you for the invitation to interview with XYZ 
Company.  The opportunity to meet your team and learn 
more about the Graphic Design Internship is extremely 
exciting; however, the dates provided for the interview 
conflict with my current academic commitments.  I hope 
we can find another date and time that works for the 
interview.

Please know that I am extremely interested in the Graphic 
Design Internship position.  I look forward to hearing from 
you soon.

Thank you for your consideration and understanding.

Sincerely,

Erin Adams
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