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Exit interview document template

Standing out from hundreds — sometimes thousands — of candidates, competitors, others conducting business in your industry can be tough. If you want to get a job, close a deal, or foster a valuable business relationship, though, you have to find a way. The question is, how? Besides polishing your resume, doing well during an interview, and impressing
potential customers in pitch meetings, there’s another factor you can work to perfect: follow-up emails. Follow-up emails should be sent after interviews, application and resume submissions, business meetings, sales pitches, and more. Now, you may be thinking, but | already send follow-up emails. However, it's all about how your email is crafted — from
your subject line to your signature. Your follow-up email needs to be professional and flawless. This message could be the final push your recipient needs to hire you, become a paying customer, or agree to another meeting. To start, let's take a look at possible subject lines you can include to grab the attention of your recipients. Subject lines are the first
thing your recipient sees — meaning, they impact your open rate. To help you craft a subject line for your follow-up email that will make your recipients want to open and read your message, we've compiled a list of some of the most effective options for different scenarios. 1. Follow-Up Email Subject Lines After an Application Appreciate your time and
consideration Excited about [ ] opportunity Following up on my application for [Position Title] 2. Follow-Up Email Subject Lines After an Meeting With Recruiter Pleasure to learn more about [Company Name] Can't wait to explore [Position Title] further Some extra information about [Topic of Conversation] 2. Follow-Up Email Subject Lines for After a
Phone Interview Thank you for your time today, [Name]! Update on | ? Next steps? 3. Follow-Up Email Subject Lines After an In-Person Interview Any other information you need? Have time for another chat, [Name]? Thank you for your consideration Next, we'll cover some tips regarding your post-interview follow-up email. Let's review how to write a
follow-up email after you wrap up an interview — the email doesn't have to be long, but it should include the following items. Strong subject line Introduction using the recipient's name (e.g. "Hi [Name],") Specific discussion points and details from the interview or meeting Reasons why you're qualified and the right fit for the position Expression of even deeper
interest in the opportunity now that you had the interview/ meeting Gratitude for the interviewers time and consideration A question to ask if the recipient needs anything else from you in the meantime Signature (e.g. Best, [Name]) Let's review some follow-up email templates applicable to a number of common scenarios that you can use. Here are ten follow-
up email templates for different use cases you can customize for your recipients. Featured Resource: Interview Kit For Job Seekers Download Now 1. Follow-Up Email To Recruiter If you've ever been to a job fair, you've seen the swarms of people working towards the same thing: leaving a lasting, positive impression on recruiters. However, with so many
people, names, and resumes being shared with recruiters every day, it can be difficult to ensure they remember you.To help with this, send a follow-up email that conveys your interest and the value you'd bring to the team. Excited to explore opportunities with [Company Name] My name is Your Name, | am details about yourself or your current position, and
we met today at the recruiting event. | just wanted to thank you again for sharing your experience at Company Name with me and for providing me with information about Job Title.Hearing about your success with and learning more about the fast-paced unique characteristic culture made me very excited to further explore opportunities with the team
at Company Name. | really appreciate your time and advice.l've attached my resume for reference and a few of the projects | mentioned to you as well. Please let me know if there’s anything else you need on my end. | look forward to talking again soon! Skip to content How to conduct a Technical interview Technical interviews can be tricky, as they require
specialized knowledge (e.g. of the software development process) and familiarity with related terminology. Prepare yourself before inviting candidates to an interview. Recruiters who are hiring developers and engineers should: Coordinate with the hiring team to identify basic technical skills candidates should have. Create interview questions that test whether
candidates possess must-have skills required for the position. Ask hiring managers what to expect from candidates’ answers. Include a written assignment that tests candidates’ coding skills. During the interview process, look for how candidates apply their theoretical knowledge on the job. Scrutinize examples from their resumes and ask for clarifications.
Here are resume-based questions to consider: What was the project? Who did you work with? What did you develop? What was the outcome? It's also important to cater your interview questions to the seniority level of each position. For entry-level positions, focus on identifying strong and weak points and potential training needs. For senior-level positions,
ask candidates how much experience they have with specific tools and languages that you use. Tech recruiters are usually familiar with Programming interview questions. However, hiring managers should ask the most complex questions, because they have better insights into their team’s goals and way of working. Hiring managers can also discuss
candidates’ written assignments with them, provide feedback and ask follow-up questions. Example Technical interview questions to ask candidates For entry-level roles What programming languages are you most familiar with? Describe the troubleshooting process you'd follow for a crashing program. How can you debug a program while it's being used?
What is your field of expertise and what would you like to learn more about? For senior-level roles Have you implemented significant improvements to an IT infrastructure? What were they, and how did you implement them? What's the most effective way to gather user and system requirements? Describe a time you had to explain technical details to a non-
technical audience. How did you modify your presentation? Where do you place most of your focus when reviewing somebody else’s code? Assignment review What would you have done differently if you had more time? What would you do differently if you were under a strict deadline and you couldn’t meet the project scope? Which features would you
prioritize? What did you find most challenging about this assignment? What resources did you use to complete the assignment? Resume review In which of your previous positions/past projects did you use [X] software? Tell me about [X] project. Who did you work with and what was your specific contribution? Describe the timeframe and how you worked
within it. What did you learn from [X] project? Interviewing tips for technical roles Computer Science is an evergreen discipline. Keep an eye out for candidates who enjoy following trends and learning. Potential hires who test new software, participate in coding meetups and are active on technical forums and blogs are invested in their industry. Brainteasers
and trick questions don’t reveal candidates’ skills. Be specific. Ask about candidates’ experience with software you use and how they would approach a relevant problem likely to arise in their position. These types of questions will also help you compare candidates’ answers. Too many theoretical questions (like “Give me the definition of...”) can get tiring.
Also, they don’'t measure candidates’ problem-solving abilities. Include situational and behavioral interview questions that show how candidates perform in real-life projects. A written assignment should follow a first screening, usually by phone. Inform candidates about the written assignment and email them detailed instructions. Give them enough time to
complete the project, and make sure you are clear about the deadline. When evaluating the assignment, avoid focusing only on the right or wrong answers. Gauge candidates’ way of thinking. An innovative, out-of-the-box solution (even if it's not error-free) can reveal a creative mindset needed for the role. Red flags Unclear answers. Candidates who struggle
to explain their resume might have had little or no participation in the projects they listed. Ask follow-up questions to identify their exact roles and contributions. Lack of energy. Developers are passionate about their profession, even if you can't tell at first sight. Ask candidates about fun side projects, or about their favorite tools. Their reactions can indicate
how committed they are to the field. Inflexibility. You can’t expect candidates to know every software or framework that you use. But, candidates who are unwilling to adjust to your way of working are less likely to collaborate with your team. Opt for candidates who showcase a desire to learn and aren’t discouraged by getting used to new systems. Bad team
players. Developers might usually work in front of a computer screen, but they need to communicate with various people and teams on a daily basis. Poor interpersonal skills and signs of rudeness or arrogance indicate lack of team spirit. Order-takers. Candidates who fail to see the “big picture” are not able to understand your company’s needs and
objectives. Consider candidates who engage in the full software development life cycle. These people are proactive and suggest solutions — they don’t simply wait for instructions.
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