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What Does Following Up Mean?

Following up means reconnecting with an employer or professional contact after an 
application, interview, event, or conversation.

Following up can help you:
• Thank someone for their time 
• Confirm your interest in a role or opportunity 
• Ask about next steps in the hiring process 
• Continue a professional connection 
• Show that you are organized and respectful

Key Point:
Following up is not about pressuring the employer. It is a short, professional message 
that helps keep communication clear



When to Follow Up

The right time to follow up depends on the situation and the stage of the hiring process.

It may be appropriate to follow up:
• After meeting someone at a networking event 
• After submitting an application, if enough time has 

passed 
• After an interview 
• After an employer asks you to send more information 
• When you were told to expect an update by a specific 

date

Key Point:
Follow up when there is a clear reason to reconnect. Give the employer reasonable time 
before asking for an update.



Tips For Following Up

A good follow-up message should be polite, brief, clear, and connected to the situation.

A strong follow-up usually includes:
• A polite greeting 
• A reminder of who you are 
• The reason you are following up 
• A short thank-you or expression of interest 
• One clear question or next step 
• A respectful closing

Key Point:
A follow-up message should make it easy for the employer to understand why you are 
writing and how they can respond.



Example Follow Up

A simple follow-up message can help you stay professional after an interview or meeting.

Key Point:
A strong follow-up does not need to be long. It should be clear, respectful, and 
connected to the opportunity.



What to Avoid When Following Up

Following up can help your job search, but only when it is done respectfully.

When following up, avoid:
• Sending many messages in a short period of time 
• Sounding impatient, angry, or demanding 
• Asking vague questions like “Any update?” without context 
• Sending messages with spelling or grammar errors 
• Contacting the employer through inappropriate personal channels 
• Following up before the employer has had reasonable time to respond

Key Point:
Poor follow-up can hurt your application. Good follow-up shows professionalism, 
patience, and clear communication.



Final Takeaway

Following up is one part of professional communication during the job-search process.

Before following up, ask yourself:
• Why am I contacting this person? 
• Has enough time passed? 
• Is my message polite and clear? 
• Have I included enough context? 
• Am I making it easy for them to respond?

Key Point:
Follow-up works best when it is respectful, timely, and focused on keeping professional 
communication open.



What Should You Do Next?
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