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Interview Follow Up Email Template

Mastering the Art of the Interview
Follow Up Email Template

You have just walked out of a job interview feeling confident. The
conversation flowed well. You connected with the hiring manager. You
answered their questions with clarity and poise. Now comes the waiting
game. In that quiet period between the interview and the hiring decision,
one small but powerful tool can set you apart from every other candidate:
a well-crafted follow-up email. Many job seekers overlook this step, but
those who use an effective interview follow up email template often find
themselves moving to the next round faster than those who remain silent.
This article walks you through everything you need to know about
following up after an interview, including proven templates you can adapt
to your own voice and situation.

Why Sending a Follow Up Email
Matters

Interviews are competitive. Hiring managers speak with multiple
candidates, sometimes dozens, in a single week. Memories blur. Details
fade. A thoughtful follow-up email accomplishes several important things
at once. It reminds the interviewer who you are and what you discussed. It
shows that you are genuinely interested in the role and the company. It
demonstrates professionalism, attention to detail, and strong
communication skills. Perhaps most importantly, it gives you a chance to
reinforce your strongest talking points or address any areas where you felt
your initial response could have been stronger. In a crowded field of
applicants, a timely and well-written follow-up can be the difference
between landing the job and being forgotten.

The Anatomy of a Great Interview
Follow Up Email Template

Before diving into specific templates, it helps to understand what makes a
follow-up email effective in the first place. A successful email strikes a
balance between warmth and professionalism. It is concise but not abrupt.
It references specifics from your conversation to show that you were fully
engaged. And it ends with a clear, polite call to action. Most strong follow-
up emails contain the following core components:

A clear subject line that includes your name and the role you
interviewed for
A polite opening thanking the interviewer for their time
A specific reference to something discussed during the interview
A reaffirmation of your interest in the position
A brief value reminder highlighting a key skill or experience you
bring
A graceful closing with an offer to provide additional information

When you build your own interview follow up email template around these
elements, you create a message that feels personal, professional, and
purposeful. Avoid generic language. Hiring managers can spot a copied
template from a mile away. The goal is to use a structure that works while
filling it with your own voice and details from your unique conversation.

When to Send Your Follow Up Email

Timing is everything. Send your email too soon and you risk appearing
desperate or thoughtless. Send it too late and the interviewer may have
already made their decision or moved on to other candidates. The general
rule of thumb is to send your follow-up within 24 hours of the interview,

ideally the same day or the next morning. This window strikes the right
balance between promptness and thoughtfulness. It shows you are eager
without being pushy. It also ensures your conversation is still fresh in the
interviewer mind.

If your interview was on a Friday, it is acceptable to send the email that
same afternoon or on Monday morning. Avoid sending follow-up emails
late at night or very early in the morning, as these can appear automated or
careless. Aim for mid-morning or early afternoon on a business day for the
best impression.

Essential Interview Follow Up Email
Templates

Below are several interview follow up email templates designed for
different scenarios. Each one can be adapted to fit your personality and the
specific context of your interview. Use these as starting points, not scripts
to copy verbatim.

Standard Thank You Follow Up Template

This is the most common and widely used template. It works well for most
interviews where you want to express gratitude and reinforce your interest.
The key is to personalize the middle section with a specific topic you
discussed.

Subject: Thank You - [Your Name] - [Job Title] Interview

Dear [Interviewer Name],

Thank you so much for taking the time to speak with me today about the
[Job Title] position at [Company Name]. I truly enjoyed learning more
about the team and the exciting projects underway.

Our conversation about [specific topic discussed, such as a recent company
initiative or a challenge they mentioned] was especially interesting to me.
It reinforced my belief that my experience in [your relevant skill or
experience] could contribute meaningfully to your team.

I remain very enthusiastic about this opportunity and would welcome the
chance to bring my background in [key area] to [Company Name]. Please
let me know if you need any additional information from me in the
meantime.

Thank you again for your time and consideration. I look forward to
hearing from you.

Best regards,

[Your Name]

[Your Phone Number]

[Your LinkedIn Profile URL]

Follow Up After a Second Interview Template

When you have progressed to a second or final round interview, your
follow-up email should reflect a deeper level of connection with the
company. At this stage, the hiring manager already knows you are
qualified. Your email should focus on alignment, enthusiasm, and cultural
fit.

Subject: Following Up - [Your Name] - [Job Title] Second Interview

Dear [Interviewer Name],



I wanted to send a quick note to thank you for the opportunity to meet
with you again today. Our conversation gave me an even clearer picture of
the work [Company Name] is doing, and I am more excited than ever
about the possibility of joining your team.

I particularly appreciated our discussion about [specific topic from second
interview]. It sounds like the team is at a pivotal moment, and I would be
honored to contribute my experience in [relevant skill] to help drive those
efforts forward.

If there is any additional information I can provide to support your
decision, please do not hesitate to reach out. Thank you again for your
time and consideration.

Warmly,

[Your Name]

Follow Up When You Haven't Heard Back Template

Sometimes the hiring process takes longer than expected. If a week or
more has passed since your interview and you have not received any
updates, a polite check-in is appropriate. This template is designed to be
gentle and respectful, not demanding.

Subject: Checking In - [Your Name] - [Job Title] Interview

Dear [Interviewer Name],

I hope this message finds you well. I am writing to follow up on my recent
interview for the [Job Title] position. I remain very interested in the role
and excited about the possibility of contributing to [Company Name].

I understand that hiring decisions take time and that you likely have many
candidates to consider. I simply wanted to reiterate my enthusiasm and
check if there are any updates on the next steps in the process.

Thank you again for your time, and I look forward to hearing from you
when you have a moment.

Best regards,

[Your Name]

Follow Up After a Rejection Template

Receiving a rejection is disappointing, but how you respond can leave a
lasting positive impression. A gracious response can keep the door open
for future opportunities and show that you are a mature professional.

Subject: Thank You - [Your Name] - [Job Title] Application

Dear [Interviewer Name],

Thank you for letting me know about your decision. While I am of course
disappointed not to be moving forward, I truly appreciate the time you
took to speak with me and share more about [Company Name] and the
team.

I enjoyed learning about [specific aspect of the company or role], and I
would be grateful if you would keep me in mind for future roles that align
with my skills and experience.

Thank you again for the opportunity, and I wish you and the team all the
best.

Sincerely,

[Your Name]

Customization Tips for Your Interview

Follow Up Email Template

Using a template is a smart starting point, but the most effective follow-up
emails feel personal and specific. Here are a few ways to customize any
interview follow up email template so that it sounds uniquely yours.

Mention a specific story or project. If the interviewer shared a challenge
their team is facing, reference it in your email. This shows you were
listening and that you understand their world. For example, you might say,
I have been thinking about your comment regarding the upcoming product
launch, and I have some ideas I would love to share if given the
opportunity.

Reference something you have in common. Did you both attend the
same university? Did you discover a shared interest in hiking or
photography? Mentioning a personal connection can make your email
more memorable and human.

Add a small value-add. If you come across an article, report, or tool that
is relevant to something discussed during the interview, include a link or
mention it in your email. This demonstrates initiative and genuine interest.

Use natural language. Avoid overly formal or stiff phrasing. Write the
way you speak in a professional context. Your email should sound like a
real person wrote it, not a corporate chatbot.

Common Mistakes to Avoid

Even the best interview follow up email template can backfire if you make
one of these common errors. Pay attention to these pitfalls so your
message lands the right way.

Sending it too late. Waiting more than 48 hours can make you
seem disinterested or disorganized.
Being too pushy. Phrases like I really need to know by Friday or I
have other offers waiting can come across as aggressive. Keep your
tone patient and polite.
Being too generic. A template that is not personalized feels lazy
and impersonal. Always customize for the specific interviewer and
conversation.
Making typos or grammatical errors. Your follow-up email is a
writing sample. Proofread carefully before hitting send. Read it out
loud to catch awkward phrasing.
Over-communicating. Sending multiple follow-up emails within a
short period can annoy hiring managers. One thoughtful message is
enough. If you check in after a week, wait again before reaching
out a second time.
Forgetting to include your contact information. Make it easy for
the interviewer to reach you. Include your phone number and
LinkedIn profile in your signature.

Subject Line Best Practices

The subject line is the first thing your interviewer sees. It determines
whether they open your email or ignore it. A strong subject line for an
interview follow up email template should be clear, professional, and
include your name and the role you applied for. Here are a few examples:

Thank You - [Your Name] - [Job Title] Interview
Following Up - [Your Name] - [Job Title]
Great Meeting You - [Your Name] - [Job Title]
[Your Name] - [Job Title] - Thank You

Avoid clever or overly casual subject lines. You want to sound
professional and respectful. Keep it simple and direct so the interviewer
knows exactly what the email is about.

How to Follow Up After a Panel
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Interview

Panel interviews present a unique challenge. You met with multiple people
at once, and it may feel awkward to send a single email to everyone. The
best approach is to send a personalized follow-up to each panelist
individually. This takes more time, but it shows that you value each person
perspective and that you paid attention to their specific questions and
comments. If you must send one email to the group, address it to the lead
interviewer and cc the others, but be sure to mention each person by name
in the body of the email. This avoids the impersonal feeling of a mass

message.

The Role of Follow Up in the Overall
Job Search

Your interview follow up email is not an isolated task. It is part of a
broader strategy for building relationships with potential employers. A
strong follow-up can lead to additional conversations, referrals, and even
offers months or years down the line. Many hiring managers remember
candidates


