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Thank You Notes

THE THANK YOU

NOTE IS A FOLLOW-
UP TO AN INTER-

VIEW.  THE THANK

YOU NOTE SHOULD:
Add any informa-
tion in support of

your candidacy

Thank the interviewer
for the investment of

time

Keep your name in front of the
employer during the crucial 

decision-making process

Demonstrate your
continued interest

in the position

Checklist for Writing a Thank You Note
✓ Hand-write (unless the employer has demonstrated a clear preference for communicating by e-mail).
✓ Deliver in person, if possible (this saves time over snail mail and shows interest).
✓ Use professional-looking note cards (they don’t have to be expensive) – the Career Center sells a variety of 

thank you note cards.

For this sample résumé template, see eRecruiting.
Uses Verdana font.
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Checklist for Writing a Cover Letter
✓ Use proper business letter format (see example on page 18).
✓ Always address the letter to a specific person.
✓ Make sure the reader will immediately understand the purpose of the letter.
✓ Be concise; limit to one page.
✓ Refrain from starting too many sentences with “I.” Avoid starting paragraphs with “I.”
✓ Customize each cover letter to a specific position – show how your qualifications match 

their requirements.
✓ Reflect your strong interest in the organization to which you are applying.
✓ Don’t restate exactly what is in your résumé; rather, expound on the parts of your résumé 

that are relevant to the position you’re applying for.
✓ Have the Career Center proofread your cover letter – THERE CAN BE NO ERRORS.
✓ Print the cover letter on the same paper as your résumé.
✓ BE SURE TO SIGN YOUR COVER LETTER.

A COVER LETTER

BRIDGES THE GAP

BETWEEN A RÉSUMÉ

AND A SPECIFIC JOB.
A COVER LETTER

SHOULD:
Generate interest
of the employer

Open the door to
an interview

Go into greater detail about your
qualifications for the specific
position you’re applying for

Introduce your
résuméOctober 15, 20XX

Your Name
Address
City, State Zip

To 
Title
Organization/Company
Address
City, State Zip

Dear Name:

Opening Paragraph: Capture the reader’s interest. Identify the purpose of your letter by referring to the posi-
tion or asking for information. Explain how you know about the job or why you want the information by mak-
ing a positive and knowledgeable comment about the organization.

Middle Paragraph: Convince the reader. State why you have an interest in this particular employer. Specify
concrete reasons for the type of work you desire and mention specific experiences that qualify you for this
position. Research the company by familiarizing yourself with the company’s needs.

Closing Paragraph: Elicit an interview or a response from the employer. Take control by suggesting one
strategy or response. Alternatives might include: Calling the organization on a specific date to arrange for an
interview or requesting an appointment during a particular period of time.

Sincerely,

(Signature Here)

Your Name Typed

Enclosure (This indicates that your résumé or additional materials are enclosed.)

Cover Letter Format Cover Letters
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Formatting (continued)

✓ Do not include dates of attendance in your education section, just dates of completion (or anticipated 
date of completion).

✓ Most students will utilize a reverse chronological résumé; however, functional résumés may be 
appropriate to highlight specific skill sets.  If you are a non-traditional student, career changer, or 
transitioning military, the functional résumé formats may better suit your needs.

Content

✓ Make sure your e-mail address is appropriate, such at mwilliams@hotmail.com.  
✓ Objective Statements:  This is an optional part of your résumé.  If included, it should be a simple brief 

statement that expresses your career goals without limiting you.  If you choose not to include an 
objective statement, you still must have an objective in mind as you write so that your résumé is focused.  
o  A good example:  An entry-level laboratory research position.
o  Another good example:  A position utilizing desktop publishing experience, highly developed written 

communication skills, and strong organizational ability.
o  A bad example:  A challenging position with a growth-oriented company.

✓ Spell out B.A. (Bachelor of Arts) or B.S. (Bachelor of Science).
✓ Include your GPA if 3.0 or above.
✓ Include any Study Abroad experiences under Education section.
✓ Utilize a Skills section to show language competencies, technical and computer skills, etc.
✓ Begin each bullet-point with an action word (see Action and Self-Descriptive Words on page 5).
✓ Quantify and qualify your accomplishments whenever possible (“Increased chapter membership by 23% 

in one year”).
✓ Do not include experiences obtained prior to entering college (there are just a few exceptions, such as 

Eagle Scout).

Other

✓ Have your résumé critiqued by the Career Center – THERE CAN BE NO ERRORS.
✓ Use high-quality, cotton fiber paper for your résumé (which you can purchase in the Career Center) in 

white, ivory or pale grey.

What is a Curriculum Vitae (CV)?
✓ A Curriculum Vitae is used when applying to graduate school, or applying for research assistantships, 

fellowships, grants, and academic and administrative positions in higher education.
✓ A CV is a longer (two or more pages), more detailed document than a résumé. In addition to the 

sections typically found on a résumé, the CV may include complete information on your academic 
background, master’s thesis, teaching and research experience, publications, presentations, honors, awards 
and other accomplishments, professional associations and committee leadership positions, and grants 
received.

Sample Cover Letter
October 15, 20XX

Aaron Killerwhale
8888 Main Street
Anytown, MO  65432

Donna Pilotwhale
Director, Human Resources
Save the Whales Foundation
9876 Beluga Drive
Seattle, WA  99999

Dear Ms. Pilotwhale:

I am writing in response to the position of Assistant Director of Save the Whales Foundation, which I learned of
while visiting your website.  

I am excited about the prospect of combining my love of working with people and my passion for whales.  As you
will see from my enclosed résumé, I have been involved in a number of marine activities as a student at Truman State
University.  I am most proud of the opportunity I had during the summer of my junior year to go to Alaska to par-
ticipate in an oil spill clean-up effort.  The hands-on experience, combined with being surrounded by other passion-
ate volunteers, showed me that this is what I want to do with my life.  

The numerous opportunities I have had at Truman to take on leadership roles have taught me how to help volunteers
maximize their contribution to the organization.  The combination of a psychology major and biology minor has
given me the best of both worlds – facility with the technical aspects of such a position and the ability to truly under-
stand people.  

Please give my résumé consideration, and know that I am extremely excited about this opportunity.  I will contact
you by phone within ten days so that we may discuss the possibility of an interview.  Should you desire to reach me
before that time, my phone number is (660) 665-1234; my e-mail address is killerwhale@hotmail.com.

Warm regards,

Aaron Killerwhale

Enclosure: Résumé and references
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Résumés

THE PURPOSE OF A

RÉSUMÉ IS TO GET

YOU AN INTERVIEW.
A RÉSUMÉ SHOULD:

Present a positive image of yourself

Tell what you
have done

Tell how well you have doneProvide an outline for an interview

Trigger positive
action

Checklist for Writing a Résumé
Formatting 

✓ Keep it to one page whenever possible.
✓ Use short phrases in a bullet format, rather than paragraph format.
✓ Make it visually appealing and easy to read, with a professional-looking type font. (Not too much, nor 

too little, white space.)
✓ Type should be no smaller than 10 point; text font should be no larger than 12 point.
✓ Make sure your résumé will pass the “messy desk” test – your name and contact information will stand

out (in a positive way) from all the others on the hiring manager’s messy desk.
✓ Avoid using Microsoft Word and other software templates because your résumé may look too “cookie 

cutter.”  The Career Center has created an assortment of résumé templates that match the résumé 
examples found in this book; these templates can be found on eRecruiting.

✓ List the sections of your résumé in order of the importance of those sections for you.  In most cases, 
“education” will be the first section for recent college graduates.

✓ Be consistent in your format and use of bold, CAPITALIZATION, italics, etc.  This includes the way 
you present dates on your résumé.

✓ Avoid underlining, as this interferes with many lower-case letters.

(handwritten) 

December 6, 2010

Dear Ms Campbell,

I wanted to drop you a note to let you know how much I enjoyed meeting with you on Friday. What a
forward thinking company! I am conf ident that my Truman education, coupled with my internship at XYZ, make me

an ideal candidate f or your position. As I stated in the interview, I will give you a call next week to touch base.

Warm regards,
Donna P. Correct

(e-mailed)

From:   danij@gmail.com

Subject: Interview for Project Manager Position

Date: December 6, 2010 4:50:56 PM CDT

To:   jcampbell@abcinc.com

Ms. Campbell:

Thank you again for the interview today. I am even more excited about the project manager position now that I've

had the opportunity to meet the staff and hear about the aggressive marketing strategies ABC company is imple-

menting.

As promised, I've attached the writing sample you requested. I've notified my references that you'll be contacting

them in the near future, and I'll touch base with you via e-mail at the beginning of next week.

Warm regards,

Dani Jones

Sample Thank You Notes



CYNTHIA RANDALL

References

David M. Bradley
Director of Management

Management Services Division
Datum Corporation

25 Brown Street S.E.
Olympia, WA 69847

770.555.0199
david.m.bradley@datum.com

(internship supervisor)

Randall Boseman
Director

Consolidated Messenger
207 Oak Street

Buffalo, NY 30047
444.666.9876

randall_boseman@conmess.com
(former supervisor)

Bonnie Kearney
Management Lead

Graphic Design Institute
One South Place
700 W. Elm Street
Central, IA 65432

666.555.4321
bkearney@gdi.com
(former co-worker)

Dr. Joseph Matthews
Professor, Psychology

Truman State University
100 East Normal Street

Kirksville, MO 63501
660.785.1234

jmatthews@truman.edu
(professor and research mentor)

Sample Reference Sheet

This helps the reference
checker to understand 
your relationship to this 
individual

These should be people
who know you in a 
professional capacity

Most employers want to
check three references, so
providing four-five
should ensure that at
least three can be reached

List your references in
the order you want them
to be contacted
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