Manners Matter 

Want to help your candidates get an advantage when they interview with clients? Teach your temporary and contract employees the etiquette rules of the job hunt.
According to a survey by ASA corporate partner CareerBuilder, hiring managers are inclined to hire employees who communicate by providing cover letters with their rsums and sending thank-you notes after interviews.

"While the job market has begun to move in the right direction, competition continues to remain high for open positions, and job seekers need to stay on their toes," says Rosemary Haefner of CareerBuilder. "Approximately one-third of hiring managers say a lack of cover letter will likely result in them not considering a candidate for their open position."

Thank-you notes can also sway employers in a candidate's favor. Of the more than 2,800 U.S. employers CareerBuilder surveyed, nearly a quarter (22%) said they are less likely to hire a candidate who doesn't send a thank-you note after an interview. The majority of hiring managers—89%—said it is acceptable to send a thank-you note in the form of an e-mail.

"One in five hiring managers say they spend 30 seconds or less looking at a résumé, so all your communications need to be professional and to the point," Haefner concludes.
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