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Direct-approach message: a message that presents the main point in the first paragraph 
save time and carry impact 
not every country responds to directedness well.. e.g high context cultures like Japan.. formality is important, politeness strategies

Requests

Request memo: a message that asks the reader to perform a routine action 
direct approach puts request right away (form of request memo)
*Put main idea first: don’t make it embedded.. Phrase request as a question or a polite command. 
*Give reason for request or state its benefits in second paragraph (unless can be done in one sentence or less in opening
*introduce multiple requests or questions with a summary statement…
*Anticipate details the reader will need to process or act on request
*strike a tone that is right for reader. Firm but still respectful
*keep minor points to a minimum. Can enclose supporting docs instead
*use layout that focuses attention on request

1)Asking for info, credit, and action: 
*common fault- too abrupt and demanding, or too apologetic and deferential
*aim for firm but polite
*ask open-ended questions
*if action request cite benefits of performing action
*end by refocusing your request, end dating it if needed, and expressing appreciation  

2)Order Request: a request for merchandise that includes a purchase authorization and shipping instructions 
*should include: specific product names and descriptions, quantities, order numbers, units, and total prices, desired method of shipment, preferred date of delivery, and method of payment. 
*factor in applicable taxes, specify delivery address if diff. from billing address
1) Authorize the purchase and method of shipment – be explicit, indicate source of merchandise info
2) Itemize requested merchandise, using a list format (use of white space)
3)close with special instructions and thanks

3)Claim Letters: a demand or request for something- often a replacement or a refund- that is considered one’s due
*writing about something that has gone wrong
*explain why claim is justified
1) Make request for an adjustment 
2)Identify the faulty item, or problem & explain logically and specifically why claim is justified
*include pertinent details & docs: date and place of purchase, warranty #, part names, model #, copy of receipt
*use objective, unemotional language- show you’re reasonable
*consider an alternative solution
3)End positively and pleasantly: restate action requested, express confidence in settlement, end date if require speedy response. Keep copy of letter

Responses 
A message that answers a request or query
should be prompt, informative, and get to the point
*Determine if you are right person to handle the response
*Reply ASAP
* Begin with good news and most important pieces of info
*Design response to be useful… anticipate info reader may need
*Respond with company’s ethical guidelines
*Make closing work for you… avoid clichés such as “I hope” “I trust” that convey lack of confidence

Information Response: response to inquiry or info request.. supplies info
supply requested info without intro. E.g. don’t confirm receipt of request, or start by thanking reader for writing request
words of thanks after main response or at the end. Can end by offering other resources and assistance 
answer Q’s in order they were asked, introduce answers with summary statement

Personalized Form Letters
A letter in which identical message is sent to more than one person… adapted to the individual reader… name, address… all that can be stored into database and merged with the form letter
message can be sent in response to reoccurring situation 

Order Acknowledgement 
An informative letter that confirms the details of a merchandise purchase and shipment
1) Acknowledge when and how shipment will be sent… no need to mention you have received order
2)  Give details of shipment and convince readers they have made a wise decision…refer to their beneficial features…mention any irregularities in order (i.e. items unavailable or to be shipped later)
3) Use discretion in pushing additional products….gently suggest similar products and emphasize their benefits…avoid hard sell
4) Close pleasantly…express appreciations for reader’s business and include forward looking remark (i.e. we look forward to serving you again) 

Messages confirming contracts and arrangements (follow-up)
Summarizes and clarifies any of the following:
-the terms of an arrangement
-an action or transaction that has taken place…include receipt of invite or resume
- a decision 
-arrangements for future event 
goal to confirm and explain details already established in related doc or put oral agreement into writing
1) highlights key terms and conditions of contract
2) Show appreciation to reader for agreeing to participate or helping
3) Specify and delegate tasks to be completed and identify admin tasks
4) Provide clear wording
5) Set out actions the reader must take, such as signing & returning and agreement

Letter of agreement with signature can sometimes have the legal effect of a contract 

Claims Adjustment 
Response to a claim letter telling the customer what your company intends to do to correct the problem
rights a wrong
damage control in action
3 fold purpose: (1) inform customer that claim has been successful
(2)show how intend to rectify the problem or resolve complaint (3) repair customer relations, rebuild goodwill, restore confidence
1) Grant the adjustment. Open with news of favorable adjustment…positive & reader focused language. Apologize.. avoid excuses, and admissions of negligence
2) Explain how you intend to make adjustment….carefully worded details on how you will comply…acknowledge that customer feedback is valued, how you will prevent recurrence of problem, but do not admit fault or liability
3)Close pleasantly: Don’t remind reader of problem.. look forward to continuing business relationship and build on the goodwill established in letter
*don’t address using first name

Goodwill Messages
A message that enhances the value of a business beyond its tangible assets by creating a bond of friendship and establishing trust and mutual understanding between the writer and recipient 
show you care about more than just profit margin
social function, satisfy basic human needs
matter of good business etiquette 
Should be:
1) Personal: use specific details, hand written works well, address by first name if know person well
2) Prompt: send when news and events are fresh 
3) Spontaneous, short and sincere.. avoid clichés

Thank you Letters(letter of appreciation)
appreciation for business, hospitality, service or favor
brief and sincere letter
doesn’t overplay or underplay expressions of gratitude.. focus on reader
you-attitude
1) Thank reader for what she has done, given, or provided
2) Include a few details.. why you are grateful.. what favor means to you
3) Close with goodwill or forward looking remark… end with compliment, further thanks, or good wishes

Letter of Congratulations
A message conveying pleasure at someone’s happiness or good wishes on someone’s accomplishment
don’t sound patronizing-such as masquerading as praise (i.e. it seems only yesterday you were a struggling young writer) 
use words that correspond to the occasion (exact title)
show that it is well deserved 

Letter of Sympathy
Offer words of comfort, show you’re ready to offer support 
Should be handwritten and sent as soon as possible after learn about bereavement, brief
first sentence should refer to the loss-and your reaction to it-in tactful and sensitive way
recall positive attribute of deceased if known personally

Informative Letters
Messages that provide important/relevant info and to which the reader will react neutrally 
some are neither requests nor responses. Their purpose is explanatory

Announcements: a message that makes something known about a company policy, event, or personnel change

Cover or Transmittal Letters: an informative letter that accompanies materials sent from one person to another explaining why they’re being sent
permanent record of the exchange of goods or info
1) identify what you are sending (i.e. enclosed is a proof copy..)
2) Briefly summarize the attached doc.. call attention to sections of particular interest
3) Point out important details…or give instructions on how to use the materials
4) Offer further assistance or tell the reader what happens next

Instructional Letter/Memo 
help keep up with new technologies and regulations, policies
can be written as emails, letters, memos
use direct approach 
1) Clear and accurate
2) Precise…include no more or no less than what readers need to know
Use positive phrasing (what readers should do) .. than negative phrasing
3) Complete
4) User-friendly…use list form and numbering, provide all basic info needed
5) Action-oriented….use active voice and imperative (command) mood, parallel phrasing and transitions
giver warnings only when needed
put procedure into perspective 

Letter Formats

Letter Balance and Placement
“ragged” or unjustified, right margins are easier to read, so turn off justification feature

Letter Styles and Layouts

1)Full-block letter style: all elements are aligned at the left margin
2) Modified-block letter style: the return address, dateline, complimentary close, and signature block are aligned just to the right of center page and all other elements are aligned at left margin
3)Simplified letter style: salutation is replaced by just a subject line. And the complimentary close-except for name and signature-is omitted (align to left)

Letter Elements

Standard: heading/return address, dateline, inside address, salutation, message, complimentary close, signature block

Optional elements: reference line, delivery or confidential notation, attention line, subject line, ID initials, enclosure notation, copy notation, postscript, continuation page heading

Required
Letterhead/return address: features company name, full address, phone number, company logo (only on first page) (don’t include name)

Dateline: Don’t use abbreviations for months

Inside address: person/company letter is being sent. Placed flush with left margin 
leave 2-10 blank lines b/w dateline and inside address (2-3=standard)

Salutation: a greeting that is used with all letter styles except the simplified style. (i.e. Dear Ms. Gill:) 
Dear T. Sutherland: (when unsure of recipients gender) 
Dear Sir or Madam: (when you don’t know the name and have used an attention line)
in less traditional open-punctuation style, the colon is omitted 
message body begins 2 lines after salutation

Complimentary Close: the word of formal closing (often Sincerely) after body and before signature (not used in simplified)

Signature Block: includes writer’s name, title, and organization in a neatly formatted arrangement  (4 blank lines…room for signature) 

Optional

Delivery/Confidential Notation: identifies how message is transmitted-Special Delivery, Fax- and who is authorized to open letter… typed in capitals or italics 2 lines above inside address

Attention line: used when directing to a department within org. or to holder of a particular position rather than to specific person (2 blank lines above or below salutation)

Reference line: identifies file or policy number.. 2 lines above salutation

Subject line (RE): identifies content or focus of message… caps or, regular, or italics. Summarizes info that is neutral, and highlights good news

ID initials: Capital initials: (who wrote the letter). Lower case (who keyed it) 
GB: hw.. when personal signature is shown in block, writer initials are omitted (hw) 

Enclosure notation: Enc, Encs… indicated enclosed or attached material that accompanies a document
e.g. Enclosure: Claim form 523
Enclosures (3) 

Copy notation: c or cc. indicates that copies have been sent to individuals other than the addressee. (names stacked)
C R.Peters
   J.Espin

Continuation page heading: each new sheet should have a header with recipients name, the page number, and the date. (can go in upper left hand corner or can run across the page 1.25 to 2.5 cm below top edge. 
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-Refusals
-Announcements
-Assessments or appraisals

Tone in Bad News Messages
-neutral, tone
don’t plead with the reader (i.e. please understand)
avoid statements based on assumptions (i.e. you will certainly agree)
stick to facts & keep it jargon free
edit timid or overly apologetic statements that may weaken reader’s confidence in decision (e.g. I’m afraid that we cannot)
avoid unnecessarily writer centered remarks (e.g. we cannot afford/we must refuse/disappoint/reject your)
use expressions of sympathy(sorry/I regret) carefully to avoid hinting at the bad news.. 

Subject lines and complimentary closes

Positive subject line: highlights solutions in problem-oriented messages, persuade readers of the benefits of potentially unpopular policies
But never overstate positives to point of misleading readers

Neutral subject lines: signal the topic but w/out referring to the bad news…use them in routine memos to peers and subordinates, especially when bad news is minor or expected
E.g. Subject: Water Shut Off, Sunday, October 5

Negative Subject Lines: uncommon. Used to command attention for serious internal problems, and issues that might otherwise be ignored
more used when reader is not at fault
e.g. Subject: error in Q3 Sales Data

Avoid upbeat complimentary close.. such as cheers 

Organizing Bad News
 2 writing plans, direct or indirect, use depends on situation

Direct Writing Plan
all business, no-nonsense decisiveness
1) When you know reader well enough to understand her preference for directness 
2) When bad news is expected or related to a known problem or minor delay
3) When critical info might otherwise escape notice (e.g., common to express price increases, disruptions in service, changes in policy)
4) When the bad news is not serious, significant, or detrimental
5) When it is company practice to write all internal messages directly
6) When you intend to terminate a business relationship

Notable diff from good news messages: follows explanation with offer of an alternative. Use following approach:
1) Begin with a simple, well-phrased statement of bad news. (only give once)
2) Provide explanation for it-one that reader can reasonably accept (brief and clear)
3) Offer and alternative if it is possible to do so 
4) Close with a goodwill statement that doesn’t refer to the bad news

Limitations of direct approach:  can seem cold and brusque

Indirect Writing Plan
more traditional way, greater tact and diplomacy, reduces impact
1) When you don’t know reader well
2) when bad news isn’t anticipated
3) When you anticipate strong negative reaction

Approach: 
1) Begin with a buffer
2) Provide a solid, reasonable explanation
3) State the bad news
4) Close with a goodwill statement

Bad News Buffers
meaningful, neutral statement that cushions the shock of bad news (1-3 sentences) conciliatory tone
Types of buffers: Appreciation, good or neutral news, general fact, chronology of past communications, statement of agreement or common ground, apology or statement of understanding, compliment

Explaining the Bad News
Most important part.. prepares reader for refusal or denial.. need to show its based on valid reasons. Be objective
1) stick to facts, and avoid editorializing. Avoid personal opinion that can seem as a criticism to org., make it brief, avoid accusations (statement imply you doubt reader’s honesty) 
2) Refer to company policy as needed but don’t hide behind it… don’t mechanically restate company policy…tactfully point to the reason why the policy is reasonable and fair. 
3) Use positive, or neutral words (avoid phrases like please understand, surely you understand & words like impossible, unable)
Revealing the Bad News 
Use one or more de-emphasizing techniques BUT still state the bad news clearly so further clarification isn’t needed
1) Put bad news in a dependent clause… deemphasize what they convey because of their grammatical incompleteness. (although, as, if, since, while, or, whereas)
2) Suggest a compromise or alternative: put it in an independent clause
3)Use Passive voice: describe action w/out identifying who performed it. Facts stand out. Use alone or as part of dependent clause
4) Use long sentences 15+ words
5) Use positive language.. i.e. avoid we must refuse/reject/deny/disappoint 
6) Avoid spotlighting the bad news: embed it in the middle of a sentence or paragraph
7) Imply the refusal.. works only well if explanation is good. E.g. to refuse a software training for 30 ppl.. “Our onsite training facility can accommodate a group of up to 20.” 

Goodwill Closing
-refocus business relationship, and express confidence that those relationships will continue (positive, you-centered remarks)
1)Don’t repeat the bad news, remind reader of past problems, or hint at future difficulty (i.e. avoid problem, error, mistake, difficulty, trouble, unfortunate situation) 
2) Do offer good wishes to the reader
3)Don’t invite further correspondence unless you sincerely want contact (don’t encourage reader to think decision isn’t final) 
4) Don’t apologize for having to say no, especially at end of your message…a brief sincere apology may be appropriate if situation merits
5) Don’t take credit for helping reader unless you actually provided assistance

Indirect Approach Message

Limitations: might fail to find good or neutral news in first few sentences… may see lack of directedness as manipulative… longer (demanding more time and patience) 

Apologies in bad news messages: 
Don’t apologize for minor errors (if you have done everything to correct a problem from circumstances beyond your control, provide an explanation instead) ..  unneeded apology can weaken your authority
Do apologize for any serious trouble… when company is responsible...try inserting it as early as possible in the message

Types of Bad News Messages

1) Refusing requests for info, actions, and favours
use indirect more often. 
1) Buffer the opening: concentrate on info that is relevant to message as a whole but isn’t so positive that misleads
2) Give reason(s) for the refusal: limit to main reason. Brief and plausible
3) Soften or subordinate the bad news: avoid harsh, negative phrasing & use de-emphasizing techniques
should be unequivocal: not open to interpretation or too subtle that readers miss the point
4)Offer an alternative or compromise if a good one is available
5) Renew goodwill in closing: use sincere you-attitude or make a comment that reduces sense of limitation of bad news

2) Refusing Claims
use indirect
dual purpose: put matter to rest while retaining the goodwill of customer
1)Begin with statement of appreciation, common ground, or understanding (neutral) e.g. thanks for bringing matter to attention
2)Provide concise, factual explanation…emotionally neutral, objective language…acknowledge any correct assertion by claimant…avoid negative language that conveys distrust 
3)Don’t apologize for saying no… implied refusals are workable, only if claimant can see answer is no
4) End in a friendly, confident, conciliatory way… don’t invite claimant to try again unless it was due to missing documents 

3) Refusing Credit
sometimes in best interest to give no reason for denial, but simply refer applicant to credit agency on whose info decision was based
if appropriate add cheerful reminder that orders can sill be filled on a cash basis 
1)Buffer the opening: begin by referring to the credit application & expressing appreciation for customer business
2) Use discretion in explaining the reason for the refusal...third party often involved
3) Soften the refusal with a passive-voice construction….credit cannot be extended to you at this time….is better than we cannot extend credit to you, or your credit application has failed. 
4) Offer incentives to sustain business…point out pros of business on cash basis

4) Turning down job applicants: 
both approaches used, indirect more popular
form letters are common way of notifying a sizeable applicant pool
personal letter is a must for those who had interviews
1)open by cushioning refusal…appreciation for application, interest, general comment on overall standard of applicants
2)Give reasons, if possible, for company’s selection… don’t mention personal deficiencies, or reveal too much on company selection process
3)Quickly move on to bad news… 
4) Gently encourage the applicant… good luck in future, and mention he/she will be kept on file if interested in future hiring 

Announcing Bad News to Employees
indirect or direct

Declining Invitations
When it is a large-scale event and absence is unlikely to cause disappointment –send brief regrets, and thanks for invite
when turning down invite form important client, superior-can still be brief but make special efforts to maintain goodwill through warm tone and focusing on positive 
1)Express thanks or pay reader compliment
2)express regret and if appropriate explain why you are unavailable (use passive voice, keep reason vague)
3) Propose alternative if one is available (i.e. someone who can speak in your place or interest in attending future event)
4) end by renewing goodwill 
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Persuasion: the process of gradually influencing attitudes and behaviors and motivating the audience to act… gradually breaks down resistance

appeal to their needs, interests, values and power of reason
any message that encourages action requires persuasion: favour requests, job application letter, contestable claims, sales & fundraising letters, collection letters

Preparing to write persuasively

*know your purpose & what you want reader to do… collect data
*understand what motivates your reader… consider maslow’s hierarchy of needs (from most basic to the abstract needs on top) (PS-LES)
*consider design and layout
*be positive and accurate.. stick to facts, don’t give impression that you’re giving out orders
*Anticipate objections and plan how to deal with them …can use concession statement… try frame your request as a win-win proposition
deal with serious objections early… don’t focus on trivial objections

Persuasive Appeals
messages that must convince can rely on single or combined appeals: an attempt to persuade

1)Appeal to Reason: logical presentations of evidence…
cause-effect, problem-solution, or chronological pattern
logical fallacies: error in logic that weakens persuasive argument
-post hoc ergo propter hoc: mistaking coincidence for cause
-circular arguments: restating an opinion instead of backing it up
-begging the question: sidetracking the reader from important issue
-false analogy: making a comparison that doesn’t apply
2)Appeal to Emotion: make somebody want to do it… note: can be risky and seem manipulative.
most limited application to business messages-and work only when rested on strong logical foundation
comes from use of words: deserve, special, safe, new, free
stories, concrete examples, and descriptions based on sense impressions (see, feel, hear, taste, smell)
3)Appeal to Ethics: establishing credibility…how believable, responsible, and ethical you are
personal credibility has several sources
1. Specialized Knowledge 
2. Reputation
3. Authority
4. Familiarity with reader.. build trust, relationship with reader…can identify mutual interest, shared problem, or common goal

Indirect Writing plan for persuasive messages
break down resistance and prepare readers for a request or proposal
allows you to first earn trust and reason
1.Obtain interest
2.Prove your proposal or product can benefit the reader
3.Ask for action and link it to reader benefits…can include set deadline

Types of Persuasive Messages

Favor and action requests 
1.Gain favorable attention: catch attention with a genuine compliment or a fact that awakens their social conscience 
2.Persuade the reader to accept: give background details, show what they have to gain (usually indirect gains)
the chance to assume leadership role or showcase talents
the opp. To network, develop professional contacts, or gain exposure for their views
the chance to help others or bring about positive change in their workplace or community 
3.Ask for action… provide info reader will need to follow up…end with reminder you are looking forward to a response

Persuasive memos
Describes a problem to management or colleagues, then presents a solutions that ends in a related proposal or request
1.Summarize the problem: identify cause or source of problem while suggesting it’s solvable
2. Explain how the problem can be solved. 
3.Minimize resistance….anticipate objections
4.Ask for specific action…offer incentives if require action promptly 
highlight positive results and benefits in subject line
connect action to benefits 

Claim Requests
1.Gain positive attention
2.Prove your claim is valid
3.Ask for a specific action

Collection Letters
A series of increasingly persuasive appeals to a customer asking for payment
no-nonsense tone that is direct but still polite
series 3-5 letters
Stage one: Reminder: informs customer in a friendly way that payment has not been received-emphasizes customer good rating until now, asks for a response
Stage two: Inquiry: attempts to determine circumstances that are preventing payment, and asks for payment…work on assumption has legit reason for not paying…summarize situation, express concern, ask for explanation or immediate payment
Reinforced by appeals to one or more:
-Fairness
-Reputation
-sympathy…prompt payment is crucial to your operations
-self-interest
Stage 3: Demand: unequivocal demands for immediate payment…refer to previous collection notices…give time limit for payment usually 10 days

Sales Messages
-study the product or service
-learn as much as possible about target audience
-aim for ethical sales pitch (honesty)
-consider other factors…timing, visual appeal, personalization, tone

1)Gain attention…question, story, thought provoking fact, good news (pre-approved),special offer or bargain, product feature
2)Introduce product…forge a link b/w product and need
3)Make product desirable…suggest benefit of product...mention price early on if good, or de-emphasize it
4)Ask for simple action…positive emphasis, imperative voice
encourage to act promptly using perks & incentives (time-limited offer, special offer, bonus, rebate OR remind that less delay the sooner the benefit

Postscript: more common in sales letters…high impact sentences, attracting attention…useful for spotlighting P.S

Sales follow up not specifically a persuasive message…confirm customer made good decision

Fundraising messages
1)identify important problem
2)Show that problem is a solvable
3)Explain what your org. is doing to solve the problem
4)Ask for donation
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Job Hunting
1. Read career pages, classifieds, and financial sections
2.master electronic job search techniques…(i.e. job bank websites, or company websites)
3.Learn to network…meeting new contacts, cultivating relationships
4.Tap into hidden job market  (unadvertised jobs)
make unsolicited letter of application…known as job-prospecting letter send it with resume to company
make cold calls unsolicited call in which job seeker introduces herself and asks for job openings
5.Visit employment agencies
6.Think ahead (i.e. summer internship, co-op, volunteer)
7.Polish your interpersonal & communication skills

Writing Persuasive Resumes

Resume: job app. Relates work experience, education, personal accomplishments to needs of prospective employer
personal marketing tool
1-2 pages (general rule keep it to one page as long as there is enough white space)
action-oriented style that focuses on results…no need to use “I”
(i.e. Designed and coordinated two marketing campaigns)
should include keywords related qualifications being sought

-Use caps and/ore boldface for headings
-use consistent indenting
-check for errors
-leave space b/w sections

Parts of Standard Resume
*=optional
Name and contact info (do not use a heading)
center and bold name and last name
Education
Experience (be specific)
*Objective/career profile
*skills and capabilities
*Awards & activities
*references
*Summary of qualifications

Resume Styles and Layouts

Chronological: work, education and personal achievements are presented in reverse time sequence (most recent first)
works well for applicants who have work experience in their field and show sustained career growth and continuity

Functional: skills-based style… notable achievements and abilities are presented rather than work experience
allows for greater flexibility 
good for ppl redirecting their careers
anyone with limited work experience

Combination: highlights capabilities at the same time as it provides complete record of employment 
good for those recent graduates who may or may not have experience but have the skills to gain employment
risky choice for job in traditional fields (i.e. accounting, law)

Preparing scannable resume 
-prepared for scanning through uncluttered formatting and inclusion of keywords
Do: -list name and address at top of every page
-use white space, blank lines around headings
-make sure letters don’t overlap
-send crisp (printed) copy of resume

DON’T: -use horizontal or vertical lines
-use hollow bullets
-use italics, underlines, boxes, columns, graphics, shading
-unusual fonts…instead use sans serif fonts such as Arial (10-12 pt size)
-fold, staple, or fax reusme
-print resume on colored or textured paper

Preparing e-mail resume
1)read instruction for job ads carefully
2)attach resume or cover letter to e-mail ONLY when requested… if not specified include in body of email
3)use keywords
4)include cover letter
5)put job title and/or reference # in subject line 
6)use formatting methods that make resume computer friendly (keep conversion friendly)

DON’T: -use special characters
-use word-wrap feature
-use bullets, italics, underlines, graphics, slashes, and page numbers
-use non-proportional typefaces such as Times New Roman…instead use fixed-width typeface such as Courier that will produce 65 character line 

Preparing Persuasive Application Letter

Application letter- also called- cover letter is essentially a sales letter…accompanies a resume to summarize job app. qualifications and value 
-interprets raw data
-introduce your resume and extract key info from it

1)Opening…gets attention & clearly identifies position for which you are applying
2)Body…builds interest with summary of qualifications…match strengths to job (refer to resume)
3)Closing…ask for interview and provide contact info

General Tips: 
Camouflage, I, me, mine…. (i.e. avoid placing it at the beginning of consecutive sentences…embed I in the middle at times)
Get company name right
use keywords from job posting
use same font as resume
avoid dense, overloaded paragraphs
don’t plead, apologize, or exaggerate
avoid cookie-cutter approach.. make relevant to specific job
strive for a tight, clear writing style…no more than 1 page But no less than half 
Keep copy of letter

Solicited Application Letters
when know company is hiring
purpose is to ask for an interview
use indirect approach (first demonstrate and persuade screeners your experience and skills fill job requirements)

1. Introductory: Gain attention
-name specific job, indicate where you learned about job (ref #)
-briefly show that you have major qualifications listed in posting

2. Middle paragraphs: shows that you are qualified by relating your skills to what company requires
-use action verbs
-give 1 or 2 examples that relate what you have done to the ways you can benefit the company
-show what separates you form other applicants 
-refer reader to resume

3.Closing: ask for action…ask recruiter to call to arrange an interview

Unsolicited Application Letters
also called job-prospecting letters – are written on chance company may have an opening in the foreseeable future
show enthusiasm
use indirect approach (for persuasive messages)
do research that enables you to demonstrate your interest in and knowledge of the company
show why you want to work for company

Email cover letters
-briefer than solicited app. letter
Include a specific and meaningful subject line (i.e. Resume-Name, identify job you are applying for, highlight key point of your background) 
keep it short and concise(succinct) …include top 2-3 qualifications…ask for interview
limit yourself to the characters on standard keyboard 

Job Application Round up- some additional tips
-Keep track of companies you have applied
-ensure future contact remains professional (e-mail address, and voicemail should be appropriate) 
-Consider privacy and confidentiality …omit street address and phone # when posting resume on web
-Ensure your application is delivered on time and in appropriate way

Job Interviews

Before the Interview
1. Prepare by doing advanced research on the company
2.Become familiar with your non-verbal habits
3.Dress for the job…conservative, minimize jewelry, use perfume sparingly 
4.Anticipate what questions you may be asked
5. Be prepared to talk about your experience and how you handled problems
6.Prepare several good questions to ask interviewer
7.Practice…e.g. video tape self
At the interview
1. Arrive on time or a little early
2. Use proper English…avoid uhms, yups
3. Go alone
4.Mind your manners… be courteous to everyone you cross
5. Make poised and confident first impression…firm handshake, eye contact, introduce self, smile genuinely
6. Listen carefully to questions and don’t interrupt
7.Concentrate…remember their name, don’t appear bored, body language should show interest 
8.Bring extra copy of your resume and reference list
9. Avoid being negative
10. Make intelligent use of your research on company…w/out showing off demonstrate that you understand the business and challenges…show interest for company
11.Don’t obsess over salary or benefits
12. Don’t expect immediate response… thank interview

After the interview
1. Follow up with a letter…within 24 hrs of interview, write a brief, personalized letter thanking the interview
2. Consider your options carefully…don’t rush into accepting a job offer

Follow-Up Employment Messages

Follow up letter: an informative letter that summarized key points of job interview
-can be sent if, within reasonable time, you have not received a response to resume
-don’t rehash entire resume
-briefly indicate date you interviewed or first contacted the company and emphasize why you are interested in position/company
-inquire if additional is required or provide an update with new info

Thank-you letter:
-typically sent within 24 hrs
-express appreciation to interviewer for time and courtesy
-refer to interview date and job position 
-most appropriate to send by e-mail
-also thank you letters to anyone who has provided a reference for you

Job offer acknowledgement
-should be sent immediately on receipt of offer especially if you need time to think
-briefly state title of job and salary
-express thanks for offer 
-reiterate interest in company
-indicate date by which you will make your decision 

Job acceptance letter
-restate position, salary, starting date and clarify details or special conditions
-indicate forms are enclosed (if they sent you forms to fill)
-end by expressing appreciation & confirming acceptance

Job refusal letter
-politely decline offer & thank employer for offer

Reference-Request Letter
-ask for permission b4 you list someone as a reference
-mention the job for which you are applying, its requirements, and the deadline for applications
-update reader on significant recent accomplishments
-review god experiences the referee might remember you by
-include a copy of your resume
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