





c h a p t e r   e i g h t


Communicating in the
Job-Search Process


LEARNING OBJECTIVES

Upon completing this chapter, you will be able to conduct an
effective job search; compose effective cover messages, résumés,
and follow-ups; and prepare for interviews. To reach these goals,
you should be able to

1 Develop and use a network of contacts in your job search.
2 Assemble and evaluate information that will help you select a job.
3 Identify the sources that can lead you to an employer.
4 Compile print and digital résumés that are strong, complete, and organized.
5 Write targeted cover messages that skillfully sell your abilities.
6 Explain how you can participate effectively in an interview.
7 Write application follow-up messages that are appropriate, friendly, and positive.
8 Maintain your job-search activities.


THE JOB SEARCH
Of all the things you do in life, few are more important than getting a job. Whether it involves your first job or one further down your career path, job seeking is directly related to your success and your happiness. It is vital that you conduct the job search properly—that you prepare wisely and carefully and proceed diligently. The following review of job-search strategies should help you succeed.
Building a Network of Contacts
You can begin the job search long before you are ready to find employment. In fact, you can do it now by building a network of contacts. More specifically, you can build relationships with people who can help you find work when you need it. Such people include classmates, professors, and businesspeople.

At present, your classmates are not likely to be holding positions in which they
make or influence hiring decisions. But in the future, when you may want to make
a career change, they may hold such positions. Right now, some of them may know
people who can help you. The wider your circle of friends and acquaintances, the more likely you are to make employment contacts.

Knowing your professors and making sure that they know you also can lead to employment contacts. Because professors often consult for business, they may know key executives and be able to help you contact them. Demonstrating your work ethic and your ability in the classroom, meeting them outside the classroom are probably the best ways to get your professors to know you and help you. 

Obviously, meeting key business executives also can lead to employment contacts. You can do this in various ways, but especially through college professional groups and clubs. By taking an active role in the organizations in your field of study, especially by working on program committees and by becoming an officer, you can get to know the executives who serve as guest speakers. You also might meet businesspeople online. If you share a particular interest on a blog or are known as one who contributes valuable comments to others’ blogs, you may get some good job leads there.

In addition to these more common ways of making contacts, you can use some less common ones. By working in community organizations (charities, community improvement groups, fund raising groups), you can meet community leaders. By attending meetings of professional associations (every field has them), you can meet the leaders in your field.
Obtaining an Internship
Internships are a wonderful way to network with people in your field, gain professional knowledge and experience, or simply learn whether your current field is where you want to build your career. Regard it as a foundation step in your career plan. The experience you gain and the contacts you make in an internship might lead to your first career position. In fact, if you perform well, your internship could turn into full-time employment.


Identifying Appropriate Jobs
To find the right job, you need to investigate both internal and external factors. The
best fit occurs when you have carefully looked at yourself: your education, personal
qualities, experience, and any special qualifications. However, to be realistic, these
internal qualities need to be analyzed in light of the external factors. Some of these
factors may include the current and projected job market, economic needs, location
preferences, and family needs.
Analyzing Yourself. When you are ready to search for a job, you should begin
the effort by analyzing yourself. In a sense, you should look at yourself much as you
would look at a product or service that is for sale. After all, when you seek employment, you are really selling your ability to work—to do things for an employer. Thus, you should think about the qualities you have that enable you to be an accountable and productive worker that an employer needs. This self-analysis should cover the following categories.
Education. The analysis might well begin with education. Perhaps you have already selected your career area such as accounting, economics, finance, or marketing. If you have, your task is simplified, for your specialized curriculum has prepared you for your goal. Even so, you may be able to note special points—for example, electives that have given you special skills or that show something special about you (such as psychology courses that have improved your human-relations skills, communication courses that have improved your writing and speaking skills). If you have pursued a more general curriculum (general business, liberal arts, or such), you will need to look at your studies closely to see what they have prepared you to do. 

In analyzing your education, you should look at the quality of your record—grades,
projects honors, special recognitions. If your record is good, you can emphasize it.
But what if your work was only mediocre? As we will point out later, you will need
to shift the emphasis to your stronger sales points—your willingness to work, your
personality, your experience. Or perhaps you can explain, for example, by noting
that while working your way through school may have limited your academic performance, it gave you valuable business qualities such as initiative, collaboration, and risk-taking.
Personal Qualities. Your self-analysis also should cover your personal qualities.
Qualities that relate to working with people, that show leadership or teamwork ability are especially important. And if you express yourself well in writing or speaking, note this, for good communication skills are valuable in most jobs.

Of course, you may not be the best judge of your personal qualities, for we do
not always see ourselves as others see us. You may need to check with friends to see
whether they agree with your assessments. You also may need to check your record
for evidence supporting your assessments. For example, organization membership
and participation in community activities are evidence of people and teamwork skills.

Holding office in an organization is evidence of leadership ability. Participation on a debate team, college bowl, or collegiate business policy team is evidence of communication skills.
Work Experience. If you have work experience, you should analyze it. Work experience in your major deserves emphasis. In fact, such work experience becomes more and more important as you move along in your career. Work experience not related to the job you seek also can tell something important about you—even if the work was part-time. Part-time work can show willingness and determination, especially if you have done it to finance your education. And almost any work experience can help develop your skills in dealing with people and taking responsibility.
Special Qualifications. Your self-analysis also should include special qualifications
that might be valuable to an employer. A hobby of automobile mechanics might be helpful for work with an automotive service company, and an interest in music might be helpful for work with a piano manufacturer or an online music website.

Analyzing Outside Factors. After you have analyzed yourself, you need to combine this information with the work needs of business and other external influences. Your goal in this process is to give realistic direction to your search for employment. Where is the kind of work you are seeking available? Are you willing to move? Is such a move compatible with others in your life—your partner, your children, your parents? Does the location meet with your lifestyle needs? You should answer these questions as well as you can and then conduct your job search. Finding just the right job should be one of your most important goals.
Finding Your Employer
You can use a number of sources in your search for an employer with whom you will begin or continue your career. Your choice of sources will probably be influenced by the stage of your career.
Career Centers. If you are just beginning your career, one good possibility is the career center at your school. Most large schools have career centers, and these attract employers who are looking for suitable applicants. Many centers offer excellent jobsearch counseling and maintain databases on registrants containing school records, résumés, and recommendations for review by prospective employers. Most have directories listing the major companies with contact names and addresses. And most provide interviewing opportunities. Campus career centers often hold career fairs. By attending them, you often find out about internships and other jobs.
Network of Personal Contacts. As has been noted, the personal contacts you make can be extremely helpful in your job search. In fact, according to some employment reports, personal contacts are the leading means of finding employees.
Obviously, personal contacts are more likely to be a source of employment opportunities later in your career—when you may need to change jobs. 
Classified Advertisements. Help-wanted advertisements in newspapers and professional journals, whether online or in print, provide good sources of employment opportunities for many kinds of work. Many are limited, however, in  the opportunities they provide for new college graduates. Yet, they can be good sources for finding new opportunities too.
Online Sources. In addition to finding opportunities in classifieds, you also will
find them in online databases. Monster.com, for example, lists jobs available throughout the country, with new opportunities posted regularly. Many companies even post job openings on the Web, some with areas dedicated to new college graduates. Furthermore, you could use blogs to post queries about job openings that readers might have information.
Employment Agencies. Companies that specialize in finding jobs for employees can be useful. Executive search consultants (headhunters) are commonly used to place experienced people in executive positions. Temping can lead to permanent employment with a good fit. It allows the worker to get a feel for the company and the company to observe the worker before making a job commitment.
Personal Search Agents. In addition to searching online sources, you can
request that job notices be sent to you automatically by websites. These sites use
tools called personal search agents or job agents. Using a filter based on a confidential profile you have completed for the site, these tools find jobs that match
your profile and send you an email messages about these jobs. Starting with a very
precise or narrow profile first is wise. 
Web Page Profiles. To make yourself more visible to potential employers, you
may want to consider posting your résumé to the Web. Some employers actively
search for new employees on university websites. After posting your Web page, it is a good idea to link it to your major department or to a business student club, allowing more potential employers to find your résumé. 

Prospecting. Some job seekers approach prospective employers directly, either by personal visit, mail, or email. Personal visits are effective if the company has an employment office or if a personal contact can set up a visit. Mail contacts typically include a résumé and a cover letter. An email contact can include a variety of documents and be sent in various forms. The construction of these messages is covered later in the chapter.
PREPARING THE APPLICATION DOCUMENTS
After your search has uncovered a job possibility, you pursue it. How you pursue it depends on the circumstances of the case. When the distance with employer is not great, or the employer has invited you, personal contact is appropriate. When a personal visit is not convenient and appropriate, you apply online or by mail, email, or fax.
Whether or not you apply in person, you are likely to use some written material—a résumé, a cover message, and a reference sheet. Preparing these documents is much like preparing a sales document—through these documents you sell your ability to do work. Begin work on a written application for a job by studying yourself. Then you study the work. You should begin by listing all the information about you that you believe an employer would want to know. Studying the work means learning as much as you can about the company—its plans, its policies, its operations. You can study the company’s website, read its annual report and other publications, find any recent news articles about the company, and consult a variety of business databases. 
With this preliminary information assembled, you are ready to plan the application.
First, you need to decide just what your application will consist of. Will it be just a cover message, a cover message and a résumé, or a cover message, résumé, and reference sheet? Though most select the combination of cover message and résumé, some people prefer to use a detailed cover message alone, while others include all three documents. You should use whatever will best support your case. 
CONSTRUCTING THE RÉSUMÉ
After you have decided to use the résumé, you must decide whether to use a print or a digital format. The traditional print format is used in face-to-face interviews where you know it will be used exclusively there. If you have reason to believe the company will store your résumé digitally, you should use a scannable print format. A digital format is used when sending your application document by email or submitting or posting it via the Web. 

After deciding what your format will be, you construct the parts. In selecting these parts you not only choose how to present them, but you also tailor the content and order to the specific job you are applying for. While the print résumé you will use now when just coming out of school will generally be one page long, after you’ve worked several years it may grow to a couple of pages. However, the digital version has no physical page limitation, so you should include all that is relevant to the particular job.
Traditional Print résumé
You will want to include in the résumé all background information you think the reader should have about you. This means including all the information that a cover
letter reviews plus supporting and incidental details. Designed for quick reading, the
résumé lists facts that have been arranged for the best possible appearance. Rarely does it use sentences.

The arrangements of résumés differ widely, but the following procedures generally describe how most are written:

• Logically arrange information on education (institutions, dates, degrees, major
field); information on employment (dates, places, firms, and accomplishments);
personal details (memberships, interests, achievements, and such—but not
religion, race, and sex); and special information derived from other information
(achievements, qualifications, capabilities). Add a reference sheet as needed.
• Construct a heading for the entire résumé and subheadings for the parts.
• Include other vital information such as objectives and contact information.
• Arrange the data for best eye appeal, making the résumé balanced—not crowded and not strung out.
Selecting the Background Facts. Your first step in preparing the résumé is to
review the background facts you have assembled about yourself and then to select
the facts you think will help your reader evaluate you. You should include all the
information covered in the accompanying cover message, for this is the most important information. In addition, you should include significant supporting details not covered in the accompanying cover message to avoid making that message too cluttered.
Arranging the Facts into Groups. After selecting the facts you want to include,
you should sort them into logical groups. The most conventional is the three-part grouping of Education, Experience, and Skills or Interests. Another possibility is a grouping by job functions or skills, such as Selling, Communicating, and Managing. You may be able to work out other logical groups as per your need and contents.
Constructing the Headings. With your information organized, a logical next step is to construct the headings for the résumé. 

In a way, your name could be considered the main heading. It should be presented using larger and bolder type so that the name stands out from the rest of the résumé. 
(Figure 9-1, 12th Ed., Page-259)
Subhas P. Adhikari
The next level of headings might be Objective, Education, Experience, and Skills.
These headings can be placed to the left or centered above the text that follows.

Consider using more descriptive headings. This form uses words that tell the nature of what follows. For example, instead of the topic head, Education, you might use Specialized Training in Accounting or Computer Software Application Skills. Obviously, these heads add to the information covered. They help the reader interpret the facts that follow.

As you can see from the illustrations in the chapter, the headings are distinguished from the other information in the résumé by the use of different sizes and styles of type. Courtesy requires that you choose heading forms carefully, making sure they are neither so heavy and large that they offend nor so light and small that they show no distinctions. 
Including Contact Information. Your address, telephone number, and email address are the most likely means of contacting you. The most common location for displaying contact information is at the top, under the main head. When it is likely that your address or telephone number will change before the job search ends, you would be wise to include two addresses and numbers: one current and the other permanent. 

Including a Statement of Objective. Although not a category of background
information, a statement of your objective is appropriate in the résumé. Headings
such as Career Objective, Job Objective, or just Objective usually appear at the
beginning.

Not all authorities agree on the value of including the objective, however. Some authorities suggest that the résumé should concentrate instead on skills, experience, and credentials. They argue that the objective includes only obvious information that is clearly suggested by the remainder of the résumé. 

Those favoring the use of a statement of objective reason that it helps the recruiter see quickly where the applicant might fit into the company. Since this argument appears to have greater support, at least for the moment, probably you should include the objective. When your career goal is unclear, you may use broad, general terms. 

Primarily, your statement of objective should describe the work you seek. When you know the exact job title of a position you want at the targeted company, use it.
Objective: Marketing Research Intern
Another technique includes using words that convey a long-term interest in the
targeted company, as in this example. However, using this form may limit you if the
company does not have the career path you specify.
Objective: Sales Representative for McGraw-Hill leading to sales management.
Also, wording the objective to point out your major strengths can be very effective.
It also can help set up the organization of the résumé.
Objective: To apply three years of successful ecommerce accounting experience at a small startup to a larger company with a need for careful attention to transaction management and analysis.
Presenting the Information. After crafting your job objective, you need to determine what information to present under the rest of your headings. The information under each heading generally appears as follows. 
Work Experience. The description of your work experience should contain your job title/position, company name, location, and dates of employment. You should also include your job duties and skills you acquired, especially those that relate to the position for which 
Marketing and Public Relations Intern
Avco Health Plans, Incorporated, Tripureshwor, Kathmandu
Jan. 2012-May 2012
· Created a webpage, brochure, and press release for a community wellness program
· Interviewed and wrote about physicians, customers, and community leaders for newsletter articles
· Worked with the team of interns in other departments to analyze and update the company’s website

Note in the above example that the duties are represented with action-oriented strong verbs. Well chosen verbs will do much to sell your ability to do work. One strategy is to choose verbs that describe both the work you want to do as well as the work you have done, making it easier for the reader to see how you have transferable skills. A list of the more widely used action verbs appears below.

(Figure 9-2, 12th Ed., Page-262-263)

Education. Because your education is likely to be your strongest selling point for your first job after college, you will probably cover it in some detail. (Unless it adds something unique, you usually do not include your high school education once you have finished a college degree. Similarly, you also minimize the emphasis on all your education as you gain experience.) At a minimum, your coverage of education should include institutions, dates, degrees, and areas of study. For some jobs, you may want to list and even describe specific courses, especially if you have little other information to present or if your coursework has uniquely prepared you for those jobs. If your grade-point average (GPA) is good, you may want to include it. 

Personal Information. What personal information to list is a matter for your best judgment. In fact, the trend appears to be toward eliminating the information like, race, religion, sex, age, and marital status because current laws prohibit hiring based on them. But some authorities believe that at least some of these items should be included. They argue that the law only prohibits employers from considering such information in hiring—that it does not prohibit applicants from presenting the information. They reason that if such information helps you, you should use it. The illustrations shown in this chapter support both viewpoints.

Personal information that is generally appropriate includes all items that tell about your personal qualities. Information on your organization memberships, civic involvement, and social activities is evidence of experience and interest in working with people. Hobbies and athletic participation tell of your balance of interests. Such information can be quite useful to some employers, especially when personal qualities are important to the work involved. 

References. Authorities disagree on whether to list references on the résumé. Some think that references should not be contacted until negotiations are further along. Others think that references should be listed because some employers want to check them early in the screening process. Clearly, both views have substantial support. You will have to make the choice based on your best knowledge of the situation.

When you decide to list the references, good business etiquette requires that you should ask for permission first. You should put the list of references at the end of your résumé, or you can make a separate reference sheet. A sample reference sheet is shown in the example in page………. Sometimes you may have good reason not to list references, as when you are employed and want to keep the job search secret. If you choose not to list them, you should explain their absence. You can do this in the accompanying cover message, or you can do it on the résumé by following the heading “References” with an explanation, such as “Will be furnished on request.”
Organizing for Strength. After you have identified the information you want to include on your résumé, you will want to organize or group items to present yourself in the best possible light. Three strategies for organizing this information are the reverse chronological approach, the functional or skills approach, and the accomplishments/achievements or highlights approach.

The reverse chronological organizational layout (Figures …. and ….) presents your education and work experience from the most recent to oldest. It emphasizes the order and time frame in which you have participated in these activities. It is particularly good for those who have progressed in an orderly and timely fashion through school and work.

A functional or skills layout (Figure …….) organizes around three to five areas particularly important to the job you want. Rather than forcing an employer to determine that you developed one skill on one job and another skill on another job, this organizational plan groups related skills together. It is particularly good for those who have had many jobs, for those who have taken nontraditional career paths, and for those who are changing fields. Creating this kind of résumé takes much work and careful analysis of both jobs and skills to show the reader that you are a good match for the position. 

An accomplishments/achievements layout (Figure …….) presents a picture of you as a competent worker. It puts hard numbers and precise facts behind skills and traits you have. Refer back to Figure …… for some good verb choices to use in describing accomplishments. Here is an example illustrating this arrangement in describing work done at a particular company:

Successfully managed the Austin store for two years in a period of low unemployment with these results:
• Reduced employee turnover 55 percent.
• Increased profits 37 percent.
• Grew sales volume 12 percent.

Information covered under a Highlights or Summary heading may include key points from the three conventional information groups: education, experience, and personal qualities. Typically, this layout emphasizes the applicant’s most impressive background facts that pertain to the work sought, as in this example:


Highlights
• Experienced: three years of practical work as programmer/analyst in designing
and developing financial databases for the banking industry.
• Highly trained: B.S. degree with honors in management information systems.
• Self-motivated: proven record of successful completion of three online courses. 
Although such items will overlap others in the résumé, using them in a separate
group emphasizes strengths while showing where they were obtained. See an example of an accomplishments layout in Figure 9–8.
Writing Impersonally and Consistently. Because the résumé is a listing of
information, you should write without personal pronouns (no I’s, we’s, you’s). You
should also write all equal-level headings and the parts under each heading in the same (parallel) grammatical form. For example:
Not Parallel 					Parallel
Greeted customers 				Greeted customers

Processed transactions 				Processed transactions

Data entry in Excel spreadsheets 			Entered data in Excel spreadsheets

Balanced a cash drawer 				Balanced a cash drawer

The following items illustrate grammatical inconsistency in the parts of a group:
Have fluency in Spanish
Active in sports
Ambitious
Inspection of these items shows that they do not fit the same understood words.
The understood word for the first item is I and for the second and third, the understood words are I am. Any changes that make all three items fit the same understood words would correct the error.
Making the Form Attractive. The attractiveness of your résumé will say as much about you as the words. The appearance of the information that the reader sees plays a part in forming his or her judgment. Unique appearance and distinctive design of your résumé should sell you effectively. A sloppy, poorly designed presentation, on the other hand, may even ruin your chances of getting the job. Thus, you have no choice but to give your résumé and your cover message an attractive physical arrangement.

Contrasting Bad and Good Examples. The résumés in Figures …. and …… are at opposing ends of the quality scale. The first one, scant in coverage and poorly arranged, does little to help the applicant. Clearly, the second one is more complete and better arranged.
Weakness in Bad Arrangement and Incompleteness. Shortcomings in the first example (Figure …..) are obvious. First, the form is not pleasing to the eye. The weight of the type is heavy on the left side of the page. Failure to indent wrapped lines makes reading difficult.

This résumé also contains numerous errors in wording. Information headings and the items listed under Personal are not parallel in grammatical form. Throughout, the résumé coverage is scant, leaving out many of the details needed to present the best impression of the applicant. Under Experience, little is said about specific tasks and skills in each job; and under Education, high school work is listed needlessly. The references are incomplete, omitting street addresses and job titles.
Strength through Good Arrangement and Completeness. The next résumé (Figure
…..) appears better at first glance, and it gets even better as you read it. It is
attractively arranged. The information is neither crowded nor strung out. The balance is good. Its content is also superior to that of the other example. Additional
words show the quality of Mr. Andrews’s work experience and education, and they
emphasize points that make him suited for the work he seeks. This résumé excludes
trivial personal information and has only the facts that tell something about
Andrews’s personal qualities. Complete contact information permits the reader to
contact the references easily. Job titles tell how each is qualified to evaluate the
subject.
Scannable Print Résumé
Although paper résumés are not obsolete, a recent addition to the job-search process is the scannable résumé. This résumé bridges the print-to-digital gap. It is simply one that can be scanned into a database and retrieved when a position is being filled.
Since the objective is getting your résumé reviewed in order to be interviewed, you should use the following strategies to improve your chances of having it retrieved by the computer.
Include Keywords. One strategy, using keywords, is often recommended for use with electronic scanning software. These keywords are usually nouns or 


(Figures 9-3 to 9-9 12th Ed., Pages-267-273)

concrete words that describe skills and accomplishments precisely. Instead of listing
a course in comparative programming, you would list the precise languages
compared, such as PHP, C#, and Java. Instead of saying you would like a job in
information systems, you would name specific job titles such as systems analyst,
network specialist, or application specialist. Using industry-specific terminology is
highly recommended.

One way to identify the keywords in your field is by reading ads, listening to
recruiters, and listening to your professors. 

Choose Words Carefully. Unlike the traditional résumé, the scannable résumé is strengthened not by the use of action verbs but rather by the use of nouns. Informal studies have shown that those retrieving résumés from such databases tend to use precise nouns.

For the hybrid résumé, one you use in both face-to-face and scanning situations, you can combine the use of precise nouns with strong action verbs. The nouns will help ensure that the résumé gets pulled from the database, and the verbs help the face-to-face recruiter see the link to the kind of work you want to do.
Present the Information. Since you want your résumé to be read accurately, you will use a font most scanners can read without problem. Some of these fonts include Helvetica, Arial, Garamond, and Times Roman. Most scanners can easily handle fonts between 10 and 14 points. Although many handle bold, when in doubt use all caps for emphasis rather than bold. Also, because italics often confuse scanners, avoid them. Underlining is best left out as well. Use white paper to maximize the contrast, and always print in the portrait mode. 

(Figure 9-10, 12th Ed., Pages-275-276)
Digital Résumé
Transmitting a digital résumé involves making decisions about the receiver’s preferences and capabilities for receiving them as well as leveraging the technology to present you in the best possible light. These documents range from low-end plain text files, to formatted word processor files, to full-blown multimedia documents and web pages.

While much of the content of a digital résumé is similar to that of the print résumé, two important changes should be made. The first is to delete all contact information except your email address. Many experts recommend setting up a web-based email account that you use solely for your job search. Second, you should date the résumé. That way when an unscrupulous recruiter pulls it from a database and presents it to your boss two years later, you will be able to explain that you are truly happy working there and that the résumé is clearly dated before you went to work for your employer. These content changes should be made to all forms of the digital résumé.

The low-end digital résumé is usually a document saved as a plain (unformatted)
ASCII or text file. You will use it when an employer requests that form. Sometimes you will send it as an attached file and other times you will place it inside your email. Since you can create it in your word processor and run a spell checker on it, you will probably want to cut and paste from it when you are completing online applications. 

You would send this type of résumé with attached file when you know the receiver welcomes getting résumés this way. You could send it as an RTF (rich text format) or PDF (portable document file). All these formats attempt to preserve the layout of your document. If your receiver is like many others today, he or she is likely able to receive HTM files within the email program. You could use the email as a cover message with a link to a web page profile (an example is shown in the technology box in this chapter), or you could put the HTM résumé file inside the email. 

(Figure 9-11, 12th Ed., Page-278)
WRITING THE COVER MESSAGE
You should begin work on the cover message by fitting the facts from your background to the work you seek and arranging those facts in a logical order. Then you present them in much the same way that a sales writer would present the features of a product or service, carefully managing the appeal. Wherever possible, you adapt the points you make to the reader’s needs. Like those of sales messages, the organizational plans of cover messages vary depending on whether the print or digital channel is chosen.
Print Cover Letters
Cover letters come in two types: solicited (invited) and unsolicited (prospecting). As their name suggest, a solicited letter is written in response to an actual job opening, and unsolicited letter is written when you don’t know whether a job exists but would like to investigate the possibility of employment with a company. Generally, a cover letter is organized according to the following plan:
· An introduction that gets the reader’s attention and provides just a brief summary of why you are interested or qualified or previews the information in the body of the letter. If you are writing a solicited letter, you will also mention where you learned of the position. 
· A body that matches your qualifications to the reader’s needs. You should also use good sales strategy, especially the you-viewpoint and positive language.
· A conclusion that requests action such as interview and provides contact information that makes a response easy.

Gaining Attention in the Opening. As in sales writing, the opening of the cover message has two requirements: It must gain attention and it must set up the review of information that follows.

Gaining attention is especially important in prospecting messages (cover messages that are not invited). Such letters are likely to reach busy executives who have many things to do other than read cover messages. Even invited messages must gain attention because they will compete with other invited messages. 

As the cover message is a creative effort, you should use your imagination in writing the opening. But the work you seek should guide your imagination. In choosing the best opening for your case, you should consider whether you are writing a prospecting or an invited message. Here is an example of the opening of an invited message: 

Will an honors graduate in accounting, with experience in tax accounting, qualify for the work you listed in today’s Republica?

You can gain attention in the opening of an unsolicited letter in many ways. One way is to use a topic that shows understanding of the reader’s operation or of the work to be done, as in this example:

Now that Taggart, Inc., has expanded operations to Central America, can you use a broadly trained international business major who knows the language and culture of the region?

Another way is to make a statement or ask a question that focuses attention on a need of the reader that the writer seeks to fill. The following opening illustrates this approach:

How would you like to hire a University of Cincinnati business major to fill in for your vacationing summer employees?

Sometimes one learns of a job possibility through a company employee. Mentioning the employee’s name can gain attention, as in this opening sentence:

At the suggestion of Mr. Michael McLaughlin of your staff, I am sending the following summary of my qualifications for work as your loan supervisor.

Many other possibilities exist. In the final analysis, you will have to use what you think will be best for the one case. But you should avoid the overworked beginnings that were popular a generation or two ago such as “This is to apply for . . .” or writer-centered beginnings, such as “I am writing to apply for…”

(Figures 9-12, 9-13, 9-15, 12th Ed., Pages-280, 281, 283)
Selecting Content. Following the opening, you should present the information about your qualifications for the work. Begin this task by reviewing the job requirements. Then select the facts about you that qualify you for the job.

If your application has been invited, you may learn about the job requirements from the source of the invitation. If you are answering an advertisement, study it for the employer’s requirements. In any event, you are likely to present facts from three background areas: education, experience, and skills and/or personal details. 

How much you include from each of these areas and how much you emphasize each area should depend on the job and on your background. Most of the jobs you will seek as a new college graduate will have strong educational requirements. Thus, you should stress your education. When you apply for work after you have accumulated experience, you will probably need to stress experience. As the years go by, experience becomes more and more important—education, less and less important. Your personal characteristics are of some importance for some jobs, especially jobs that involve working with people.

If a résumé accompanies the cover message, your message may rely on it too much.
Remember that the message does the selling and the résumé summarizes the significant details. Thus, the message should contain the major points around which you build your case, and the résumé should include these points plus supporting details. As the two are parts of a team effort, somewhere in the message you should refer the reader to the résumé.
Organizing for Persuasion. You will want to present the information about yourself in the order that is best for you. In general, the plan you select is likely to follow one of three general orders, such as education, experience, and skills and/or personal details. A second possibility is a time order. For example, you could present the information to show a year-by-year preparation for the work. A third possibility is an order based on the job requirements. For example, selling, communicating, and managing might be the requirements listed in an advertised job.

Merely presenting facts does not ensure conviction. You also will need to present the facts in words that make the most of your assets. You could say, for example, that you “held a position” as sales manager; but it is much more convincing to say that you “supervised a sales force of 14” which actually shows your ability.  

You also can help your case by presenting your facts in reader-viewpoint language
wherever this is practical. For example, you could present a cold recital like this one:
I am 21 years old and have an interest in mechanical operations and processes. Last summer I worked in the production department of a container plant.
Or you could interpret the facts, fitting them to the one job:
The interest I have held in things mechanical over most of my 21 years would help me fit into one of your technical manufacturing operations. And last summer’s experience in the production department of Miller Container Company is evidence that I can and will work hard.
In each case, you should try to avoid overuse of I’s since it sounds egotistical and places too much attention on the often repeated word. Some I’s, however, should be used since the message is personal. Stripping it of all I-references would rob it of its personal warmth.
Driving for Action in the Close. The presentation of your qualifications should lead logically to the action that the close proposes. You should drive for whatever action is appropriate in your case. It could be a request for an interview, an invitation to engage in further communication (perhaps to answer the reader’s questions), or an invitation to contact references. Rarely would you want to ask for the job in a first message. You are concerned mainly with opening the door to further negotiations. The following closes illustrate this technique, although some may think the second may be overly aggressive in some circumstances:
The highlights of my education and experience show that I have been preparing for a career in human resources. May I now discuss beginning this career with you? You can reach me at 727-921-4113 or by email at owensmith@att.com to talk about how I can help in your human resource work.
I am very much interested in discussing with you how my skills will contribute to your company’s mission. If I do not hear from you by Friday, April 22, I’ll call on Monday to arrange a time for a mutually convenient meeting.
Contrasting Cover Messages. Illustrating bad and good techniques, the following two cover messages present the qualifications of Shrawan Basnet. The first message follows few of the suggestions given in the preceding pages, whereas the second message is in general accord with these suggestions. 

A Bland and Artless Presentation of Information. The bad message begins with an old-style opening. The first words stating that this is an application are obvious and of little interest. The following presentation of qualifications is a matter-of-fact, uninterpreted review of information. Little you-viewpoint is evident. In fact, most of the message emphasizes the writer (note the I’s), who comes across as bored and selfish. The information presented is scant. The closing action is little more than an I-viewpoint statement of the writer’s availability.
Dear Mr. Poudyal:
This is to apply for a position in marketing with your company.
At present, I am completing my studies in marketing at Kathmandu University and will graduate with a Bachelor of Business Administration degree with an emphasis in marketing this May. I have taken all the courses in marketing available to me as well as other helpful courses such as statistics, organizational psychology, and ecommerce.
I have had good working experience as a host and food server, sales associate, and pollster. Please see details on the enclosed résumé. I believe that I am well qualified for a position in marketing and am considering working for a company of your size and description.
Because I must make a decision on my career soon, I request that you write me soon. For your information, I will be available for an interview on March 17 and 18.
Sincerely,

Skillful Selling of One’s Ability to Work. The better message begins with an interesting question that sets the stage for the following presentation. The review of experience is interpreted by showing how the experience would help in performing the job sought. The review of education is similarly covered. Notice how the interpretations show that the writer knows what the job requires. Notice also that reader-viewpoint is stressed throughout. Even so, a moderate use of I’s gives the letter a personal quality and the details show the writer to be a thoughtful, engaged person. The closing request for action is a clear, direct, and courteous question. The final words recall a main appeal of the letter.

Dear Mr. Poudyal:
Is there a place in your marketing department for someone who is well trained in the field and can talk easily and competently with clients? My background, experience, and education have given me these special qualifications.
My studies at Kathmandu University were specially planned to prepare me for a career in marketing. I studied courses in advertising, marketing communication, marketing research, and ecommerce. In addition, I studied a wide assortment of supporting subjects: economics, business communication, information systems, psychology, interpersonal communication, and operations management. My studies have given me the foundation to learn an even more challenging practical side of marketing work. I plan to begin working in June after I receive the Bachelor of Business Administration degree with honors (3.7 grade point average on a basis of 4.0).
My work experiences have also prepared me for a marketing career. While in high school, I worked mornings and evenings in Baneshwor’s grand mart, primarily as a host and food server. For two years, between high school and college, I worked full time as a pollster for KUSOM. Throughout my four years of college, I worked half time as a sales associate for The Gap, where I was the top seller for four of eight quarters. From these experiences, I have learned to understand marketing. I speak marketing’s language and listen carefully to people.
These brief facts and the information in my résumé describe my diligent efforts to prepare for a position in marketing. May I now talk with you about beginning that position? You can reach me at 917.938.4449 to arrange an interview to talk about how I could help in your marketing department.
Sincerely,
Email Cover Message
Like other email messages, an email cover message needs a clear subject line; like print cover messages, it needs a formal salutation and closing. While it could be identical to one you might create for print, most readers prefer shorter documents onscreen. The primary job of the email cover message is to identify the job, highlight the applicant’s strengths, and invite the reader to review the résumé.

Notice how the solicited cover message below quickly gains the reader’s attention in the opening, highlights the skills in the body, and calls for action in the close.

To: Sami Shah <sami.shah@thankyoutoo.com>
From: Megan Adami <mmadami@msn.com>
Date: October 1, 2012
Subject: Web Design Intern Position
Dear Ms. Shah:
Yesterday my advisor here at Tribhuvan University, Dr. Amrit Bhandari, suggested that I contact you about the summer intern position in web design you recently announced.
At TU I have taken courses that have given me a good understanding of both the design aspects as well as the marketing functions that a good website needs. Additionally, several of my course projects involved working with successful web-based businesses, analyzing the strengths and weaknesses of their business models.
I would enjoy applying some of these skills in a successful site targeted at the high-end retail customers that Thankyoutoo.com attracts. You will see from my web page profile at http://www.meganadami.com/ that my design skills complement those on your company’s website, allowing me to contribute almost immediately. Please let me know as soon as possible when we can talk further about this summer position.
Sincerely,
Kelina Adami
mmadami@msn.com
HANDLING THE INTERVIEW
Your initial contact with a prospective employer can be by mail, email, phone, or a personal (face-to-face) visit. If all goes well, your application will eventually involve a personal visit—or an interview. Sometimes, before inviting candidates to a formal interview session, recruiters use phone interviews for preliminary screening. 

In a sense, the interview is the key to the success of the application—the “final examination.” The following review of employment interview highlights should help you understand how to deal with the interview in your job search. 
Investigating the Company
Before arriving for an interview, you should learn what you can about the company: its products or services, its personnel, its business practices, its current activities, its management. Such knowledge will help you talk knowingly with the interviewer. And perhaps more important, the interviewer is likely to be impressed by the fact that you took the time to investigate the company. That effort might even give you a competitive advantage.
Making a Good Appearance
How you look to the interviewer is a part of your message. Thus, you should work to present just the right image. Avoid faddish, offbeat styles, preferring the conservative, conventional business colors such as black, brown, navy, and gray. Remember that the interviewer wants to know whether you fit into the role you are seeking. You should appear to look like you want the job.
Anticipating Questions and Preparing Answers
You should be able to anticipate some of the questions the interviewer will ask. Questions about your education (courses, grades, honors, and such) are usually asked. So are questions about work experience, interests, career goals, location preferences, and activities in organizations. You should prepare answers to these questions in advance. Your answers will then be thorough and correct, and your words will display poise and confidence. Your preparation will also reflect your interest. 

In addition to general questions, interviewers often ask more complicated ones. Some of these are designed to test you—to learn your views, your interests, and your ability to deal with difficult problems. Following are questions of this kind that one experienced interviewer asks:
What can you do for us?
Would you be willing to relocate? To travel?
Do you prefer to work with people or alone?
How well has your performance in the classroom prepared you for this job?
What do you expect to be doing in 10 years? In 20 years?
What income goals do you have for those years (10 and 20 years ahead)?
Why should I rank you above the others I am interviewing?
Why did you choose ______ for your career?
How do you feel about working overtime? Nights? Weekends?
Did you do the best work you are capable of in college?
Is your college record a good measure of how you will perform on the job?
What are the qualities of the ideal boss?
What have you done that shows leadership potential? Teamwork potential?
What are your beginning salary expectations?
Sometimes interviewers will throw in tough or illegal questions to test your poise.
These are naturally stressful, but being prepared for these kinds of questions will keep you cool and collected. Here are some examples:
What is your greatest weakness?
With hindsight, how could you have improved your progress?
What kind of decisions are most difficult for you?
What is the worst thing you have heard about this company?
See this pen I’m holding? Sell it to me.
Tell me about a time when you put your foot in your mouth.
What kinds of people do you find it difficult to deal with?
Some questions, though, may not be legal regardless of the interviewer’s intent whether the interviewer is making small talk, is unaware the questions are illegal, plans to discriminate against you, or just wants to test whether you respond. You may politely decline to answer if you find them irrelevant.
What religion do you practice?
How old are you?
Are you married?
Do you plan to have children?
If you get through these types of questions, some brainteasers or puzzles may be thrown your way. Microsoft often gets credit for starting this trend because the company used it extensively in attempting to hire only the best and brightest employees. Other companies soon followed, often creating their own versions of some of these questions or creating some tougher ones of their own. Many of these questions do not have a right answer; rather, they are designed to elicit an applicant’s thinking, logic, and creativity skills. Here are some real questions that have been asked in interviews by Microsoft and other companies:

Why are manhole covers round?
Why do mirrors reverse right and left instead of up and down?
How many piano tuners are there in the world?
How many times a day do a clock’s hands overlap?
Design a spice rack for a blind person.
Why are beer cans tapered at the top and bottom?
You have eight coins, and one of them is lighter than the others. Find the light coin in two weighings of a pan balance.
Recently, the behavioral interview style has become popular with campus recruiters.
Rather than just determining your qualifications for the job, interviewers are attempting to verify if you can do the work. They ask questions about current situations because how you behave now is likely to transfer to similar situations in another job. Here are a few examples of behavioral questions:
What major problem have you faced in group projects and how have you dealt with it?
Do you tend more toward following the rules or toward stretching them?
What do you think your performance review will say one year from now?
For more practice preparing for questions, check the resource links on the textbook website.
Putting Yourself at Ease
Perhaps it is easier to say than to do, but you should be at ease throughout the interview. Remember that you are being inspected and that the interviewer should see a calm and collected person. Certainly, it involves talking in a clear and strong voice, controlling your facial expressions, and body movements. Developing such controls requires self-discipline—working at it. You may find it helpful to convince yourself that the stress experienced during an interview is normal. Or you may find it helpful to look at the situation realistically—as merely a conversation between two human beings. Use whatever approaches work. Your goal is to control your emotions so that you present the best possible appearance to the interviewer.
Helping to Control the Dialogue
Just answering the questions asked is often not enough. Not only are you being evaluated, but you are evaluating others as well. The questions you ask and the comments you play off them should bring up what you want the interviewer to know about you. Your self-analysis revealed the strong points in your background. Now you should make certain that those points come out in the interview.

How to bring up points about you that the interviewer does not ask is a matter for your imagination. For example, a student seeking a job in advertising believed that a certain class project should be brought to the interviewer’s attention. So she asked, “Do you attach any importance to business plans written as class projects in your evaluation?” The anticipated affirmative answer allowed her to show her successful project. Your goal should be to make certain that both the interviewer and you get all the information you consider important.
FOLLOWING UP AND ENDING
THE APPLICATION
The interview is only an early step in the application process. Conveying a brief thank-you message by letter, email, or telephone is an appropriate follow-up step. It not only shows courtesy but also it can give you an advantage because some of your competitors will not do it. If you do not hear from the prospective employer within a reasonable time, it is appropriate to inquire by telephone, email, or letter about the status of your application. The application process may end with no offer (frequently with no notification at all—a most discourteous way of handling applicants), with a rejection notice, or with an offer. How to handle these situations is reviewed in the following paragraphs.
Other Job-Search Messages
Writing a Thank-you Message. After an interview it is courteous to write a thank-you message, whether or not you are interested in the job. If you are interested, the message can help your case. It singles you out from the competition and shows your interest in the job.

Such messages are usually short. They say something about the interview, the job, or such. They take care of any additional business (such as submitting information requested). And they end on a goodwill note—perhaps a hopeful look to the next step in the negotiations. The following message does these things:

Dear Mr. Woods:
I genuinely appreciate the time you gave me yesterday. You were most helpful. And you did a good job of selling me on Sony Corporation of America.
As you requested, I have enclosed samples of the financial analysis I developed as a class project. If you need anything more, please let me know.
I look forward to the possibility of discussing employment with you soon.
Sincerely,

Constructing a Follow-up to an Application. When a prospective employer is late in responding or you receive another offer with a time deadline, you may need to write a follow-up message. Follow-up message may help to produce action.
As a reason for writing, it can use the need to make a job decision or some other good explanation. The following message is an example:
Dear Ms. Temba:
Because the time is approaching when I must make a job decision, will you please tell me the status of my application with you?
You may recall that you interviewed me in your office November 7. You wrote me November 12 indicating that I was among those you had selected for further consideration.
SAIC remains one of the organizations I would like to consider in making my career decision. I will very much appreciate hearing from you by December 3.
Sincerely,

Planning the Job Acceptance. Job acceptances in writing are merely favorable response messages with an extra amount of goodwill. Because the message should begin directly, a yes answer in the beginning is appropriate. The remainder of the message should contain a confirmation of the starting date and place and comments about the work, the company, the interview—whatever you would say if you were face to face with the reader. The message need not be long. This one does the job well:

Dear Ms. Sufi:
Yes, I accept your offer of employment. After my first interview with you, I was convinced that Dabar India Limited was the organization for me. It is good to know that you think I am right for Dabar India.
Following your instructions, I will be in your Delhi headquarters on May 28 at 8:30 AM ready to work for you.
Sincerely,

Writing a Message Refusing a Job. Messages refusing a job offer follow the
indirect refusal pattern. One good technique is to begin with a friendly comment—perhaps something about past relations with the company. Next, explain and present the refusal in clear yet positive words. Then end with a more friendly comment. This example illustrates the plan:

Dear Mr. Chen:
Meeting you and the other people at Northern was a genuine pleasure. Thank you for sharing so much information with me and for the generous job offer.
In considering the offer, I reflected on the many topics we discussed, particularly on the opportunity to work abroad. While I have accepted an offer with a firm that has extensive opportunities along these lines, I was very impressed with all I learned about Northern. 
I appreciate the time and the courteous treatment you gave me.
Sincerely,

Writing a Resignation. At some point in your career you are likely to resign from one job to take another. When this happens, probably you will inform your employer of your resignation orally. Or you may prefer to give a written resignation following your oral announcement of it. 

Your resignation should be as positive as the circumstances permit. Even if your work experiences have not been pleasant, you will be wise to depart without a final display of anger. As an anonymous philosopher once explained, “When you write a resignation in anger, you write the best letter you will ever regret.”

Although many resignations are written in the direct order, the indirect order is usually the best strategy for such messages since it builds the goodwill and promotes favorable thinking. Written in indirect order, the example below begins with a positive point—one that sets up the negative message. The negative message follows, clearly yet positively stated. The ending returns to positive words chosen to build goodwill and fit the case.
Dear Ms. Shuster:
Working as your assistant for the past five years has been a genuinely rewarding experience. Under your direction I have grown as an administrator. And I know you have given me a practical education in retailing.
As you may recall from our past discussions, I have been pursuing the same career goals that you held early in your career. So you will understand why I am now resigning to accept a store management position with Lawson’s in Belle River. I would like my employment to end on the 31st, but I could stay a week or two longer if needed to help train my replacement.
I leave with only good memories of you and the other people with whom I worked.
Thanks to all of you for a valuable contribution to my career.
Sincerely,

Continuing Job-Search Activities
Continuously keeping your finger on the pulse of the job market is a good idea. Not only does it provide you with information about changes occurring in your field, but it also keeps you alert to better job opportunities as soon as they are announced.

Maintaining Your Résumé. While many people intend to keep their résumés up to date, they just do not make it a priority. Some others make it easy by updating as changes occur. No matter what works best for you, updating your résumé as you gain new accomplishments and skills is important. Otherwise, you will be surprised to find how easily you can lose track of important details.
Reading Job Ads/Professional Journals. Nearly as important as keeping your résumé updated is keeping up on your professional reading. Most trade or professional journals have job notices or bulletin boards you should check regularly. These ads give you insight into what skills are in demand, perhaps helping you choose assignments where you get the opportunity to develop new skills. Staying up to date in your field can be stimulating; it can provide both challenges and opportunities.

SUMMARY BY LEARNING OBJECTIVES
1. A good first step in your job search is to build a network of contacts. (LO1: Developing and using network of contacts)
• Get to know people who might help you later: classmates, professors, business
leaders, and such.
• Use them to help you find a job.
• Obtain an internship to develop your skills and to build your network.
2. When you are ready to find work, analyze yourself and outside factors. (LO2: Assembling and evaluating information)
• Look at your education, personal qualities, and work experience.
• From this review, determine what work you are qualified to do.
• Then select the career that is right for you.
3. When you are ready to find a job, use the contact sources available to you. (LO3: Identifying the source)
• Check university career centers, personal contacts, advertisements, online
sources, employment agencies, personal search agents, and web page profiles.
• If these do not produce results, prospect by mail.
4. In your application efforts, you are likely to use résumés and cover messages. (LO4: Compiling and printing electronic resume)
Prepare them as you would write sales material.
• First, study your product—you.
• Then study your prospect—the employer.
• From the information gained, construct the résumé, cover message, and
reference sheet.
In writing the résumé (a listing of your major background facts), you can choose
from two types.
• The print résumé—traditional and scannable.
• The digital résumé—ASCII, attached file, and HTM file.
In preparing the traditional résumé, follow this procedure:
• List all the facts about you that an employer might want to know.
• Sort these facts into logical groups: experience, education, personal qualities,
references, achievements, highlights.
• Put these facts in writing. As a minimum, include job experience (dates, places,
firms, duties) and education (degrees, dates, fields of study). Use some personal
information, but omit race, religion, sex, marital status, and age.
• Authorities disagree on whether to list references. If you list them, use
complete mailing addresses and have one for each major job.
• Include other helpful information: address, telephone number, email address, web page address, and career objective.
• Write headings for the résumé and for each group of information; use either
topic or talking headings.
• Organize for strength in reverse chronological, functional/skills, or
accomplishment/highlights approach.
• Preferably write the résumé without personal pronouns, make the parts parallel
grammatically, and use words that help sell your abilities.
• Present the information for good eye appeal, selecting fonts that show the
importance of the headings and the information.
In preparing the scannable résumé, follow these procedures:
• Include industry-specific keywords.
• Choose precise nouns over action verbs.
• Present the information in a form read accurately by scanners.
In preparing the electronic résumé, follow these procedures:
• Use the electronic format the receiver specifies or prefers.
• Remove all contact information except your email address.
• Consider adding a last updated notation.
• Extend the HTML format to include colors, graphics, video, and sound as
appropriate.
5. As the cover message is a form of sales message, plan it as you would a sales 
message. (LO5: Writing targeted and wining cover messages)
• Study your product (you) and your prospect (the employer) and think out a
strategy for presentation.
• Begin with words that gain attention, begin applying for the job, and set up the
presentation of your sales points.
• Adapt the tone and content to the job you seek.
• Present your qualifications, fitting them to the job you seek.
• Choose words that enhance the information presented.
• Drive for an appropriate action—an interview, further communication,
reference checks.
6. Your major contact with a prospective employer is the interview. For best results,
you should do the following:	(LO6: Participating effectively in an interview)
• Research the employer in advance so you can impress the interviewer.
• Present a good appearance through appropriate dress and grooming.
• Try to anticipate the interviewer’s questions and to plan your answers.
• Make a good impression by being at ease.
• Help the interviewer establish a dialogue with questions and comments that
enable you to present the best information about you.
7. You may need to write other messages in your search for a job. 	(LO7: Writing application follow-up messages)
• Following the interview, a thank-you message is appropriate.
• Also appropriate is an inquiry about the status of an application.
• You also may need to write messages accepting, rejecting, or resigning
a job.
• Write these messages much as you would the messages reviewed in preceding chapters: direct order for good news, indirect order for bad.
8. To learn information about the changes occurring in their field and to be aware of better job opportunities, you should	(LO8: Maintaining job search skills)
• Maintain their résumés.
• Read both job ads and professional journals.


C R I T I C A L T H I N K I N G Q U E S T I O N S

1 “Building a network of contacts to help one find jobs
appears to be selfish. It involves acquiring friendships
just to use them for one’s personal benefit.” Discuss
this view.
2 Assume that in an interview for the job you want, you
are asked the questions listed in the text under the heading
“Anticipating Questions and Preparing Answers.”
Answer these questions.
3 The most popular arrangement of résumé information
is the three-part grouping: education, experience, and
personal details. Describe two other arrangements.
When would each be used?
4 Distinguish between the print résumé and the electronic
résumé. When would each be most appropriate?
5 What is meant by parallelism of headings?
6 Describe the cover message and résumé you would
write (a) immediately after graduation, (b) 10 years
later, and (c) 25 years later. Point out similarities and
differences, and defend your decisions.
7 Discuss the logic of beginning a cover message with
these words: “This is to apply for . . .” and “Please consider
this my application for the position of . . .”
8 “In writing cover messages, just present the facts clearly
and without analysis and interpretation. The facts
alone will tell the employer whether he or she wants
you.” Discuss this viewpoint.
9 Discuss some of the advantages that writing a thank-you
note to the interviewer gives the writer.
10 Identify some of benefits one gains from continuing to
read professional journals for job information after one
is employed.


C R I T I C A L  T H I N K I N G  P R O B L E M S

Applications
1 You have successfully prepared yourself for the career
of your choice, but the recruiters visiting your school have
not yet offered you a job. Now you must look on your own.
So by searching newspapers, online job databases, and company
website announcements, find the best job for which
you believe you are qualified. Write two cover messages that
you might use to present your qualifications for this job: one
for print presentation and one for email. Attach a copy of
the job description to the messages. (Assume that a résumé
accompanies the cover message.)

2 Write the résumé and reference sheet to accompany the
message for Problem 1.

3 Move the calendar to your graduation date so that you are
now ready to sell your working ability in the job market for
as much as you can get and still hold your own. Besides canvassing
likely firms with the help of prospecting messages
and diligently following up family contacts, you have decided
to look into anything that appears especially good in the
ads of newspapers, online sources, and magazines. The latest
available issues of large city publications and online services
list the following jobs that you think you could handle.
Concentrate on the ad describing the job you would like
most or could do best—and then write a cover message that
will get you that job. Your message will first have to survive
the filtering that eliminates dozens (sometimes hundreds) of
applicants who lack the expected qualifications. Toward the
end you will be getting into strong competition in which small
details may give you the little extra margin of superiority that
will get you an interview and a chance to campaign further.
Study your ad for what it says and even more for what it
implies. Weigh your own preparation even more thoroughly
than you weigh the ad. You may imagine far enough ahead
to assure completion of all the courses that are planned for
your degree. You may build up your case a bit on what you
actually have. Sort out the things that line you up for the one
job, organize them strategically, and then present them. Assume
that you have attached a résumé.
i. Office manager. Currently seeking an office manager
with initiative and flexibility for work in a fast-paced
environment. Must have an outgoing personality
and excellent communication skills and be a team
player. Must be a “power user” of Word and Excel
and have excellent Internet Search Skills. Knowledge
of PowerPoint a plus. Some overtime expected during
crunch periods. Send application materials to Chris
Eveland at ceveland@qconline.com.
ii. Assistant webmaster. Outstanding information technology,
organizational, and interpersonal skills are needed
for work on a company portal. Mastery of HTML
and PHP, website design including graphic design,
and client server technology is vital. Candidates also
must possess excellent writing skills and the ability to
effectively manage multiple projects while interfacing
with company employees. A bachelor’s degree with
a background in information systems, marketing, or
communications is required. Please send résumé to
Megan Adami in Human Resources, 7165 North Main
Street, (your city) , or fax it to 1-888-444-5047, or
email it to megan_adami@cnet.com.
iii. Management trainee. Named by Fortune magazine as
one of the best places to work, this constantly expanding
international company uses shared decision making
and clear career paths so that employees can be
productive and well rewarded. The challenging management
training program requires candidates with
good communications skills and high energy levels
to be successful. Applicants must be computer literate
and possess good interpersonal skills. Fax résumé to
Don Zatyko at 1-888-399-2569.
iv. Staff accountant—payroll specialist. We are looking
for an accountant who desires to grow and move up the
ladder. One should be motivated and willing to work in
a fast-paced, multitasking environment. An associate’s
degree in accounting or finance is required. Additionally,
the ideal candidate will be detail-oriented and able
to meet deadlines. The job involves coordinating transfers
of time worked data from time collection systems
to payroll systems. Must have extended knowledge of
Excel to compute withholdings and deductions, and
must stay up to date on multiple state laws regarding
payroll. Excellent compensation package and benefits.
Apply to Carolynn Workman, accounting director, at
carolynn_workman@adelphia.net.
v. Staff accountant. Successful candidate should have a
B.S. in accounting and be proficient in QuickBooks
and/or Excel. Would be responsible for performing
account analysis for corporate accounts, assisting
in consolidation of subsidiaries, and assisting in the
preparation of annual and quarterly financial statements
and financial reports for certain subsidiaries.
Experience in the local environment of small business
is desirable. If you are concerned with order, quality,
and accuracy, please contact us by mail at Administrative
Partner, Winship and Acord, P.C., 3013 Stonybrook
Drive, (your city) , or by email at CWA@msn.
com, or by fax at 1-217-399-2569.
vi. Technology analyst/consultant. A fast-growing, highly
regarded information technology assessment/consulting
firm has a position for someone with expertise in
client/server technology and Access. Must have excellent
written communications and interpersonal skills.
Vendor or user organization experience is highly desirable.
Position is in the Bay Area. Send or fax your
résumé to director of human resources at 500 Airport
Road, Suite 100, (your city) , or 415-579-1022.
vii. Financial analyst. An eastern-based investment firm
is seeking an analyst to help with the evaluation of
potential private equity investments and marketing
of an existing and a new leveraged buyout fund.
Should have a bachelor’s degree from a good school
and some experience in banking. Ideal candidates
will have strong analytical capabilities and excellent
computer skills, particularly spreadsheet, statistics,
and database. Please fax résumé and cover letter
to 203-869-1022 or send an email file to andrewwinston@
fi delity.com.
viii. Trade show exhibits coordinator. Position reports to the
national sales manager and requires an individual who
can work independently as well as part of a team. Professional
telephone and computer skills are essential.
Coordinator will maintain exhibitor contact databases,
serve as an internal liaison to accounting and as an
external liaison to vendors, and assist the on-site floor
managers with various exhibitor-related responsibilities.
Also must create exhibitor and attendee pre- and
post-show surveys, collect data, and compile results.
Trade show, association, or convention services experience
is a plus. Some limited travel is expected. Send
your résumé to lmiller@aol.com.
ix. Sales representative. Major pharmaceutical company
is expanding and looking for a sales representative
in your area. Ideal candidate will have a successful
record of sales experience, preferably in a business-to-business
environment. Candidate must be well-versed
in science and willing to continually learn about new
products. Good knowledge of your area is highly desirable.
Send your résumé to Jane_Adami@pfi zer.com.
x. MIS specialist. A local medical clinic is seeking an
individual to manage a multisite, multiplatform computer
system. Will be responsible for troubleshooting
and coordinating problems in a Windows Vista environment
and writing reports for management. A background
in the health care/medical field combined with
a good knowledge of computing is highly desirable.
Send résumé to (your city’s name) Community Clinic,
1113 Henderson, (your city) or fax to 888-316-1026.
xi. Financial manager. Multispecialty medical group
(60 doctors) needs dedicated professional to work in
providing financial planning and control in a growing
organization. Join a team of financial specialists who
bear responsibility for budgeting, general accounting,
reimbursement, billing processes, and external reporting.
Also responsible for development of long- and
short-range financial goals and evaluation of their impact
on strategic objectives and service mission. Degree
in accounting/finance. Technical and team skills
needed. Competitive salary and benefits package. Send
letter and résumé to Mount Renault Medical Group,
Box 14871, New York, NY 00146.
xii. Accountant. A major real estate developer and property
management company seeks an accountant. Must have
a bachelor’s degree in accounting. Will assist in financial
reporting, tax preparation, cash flow projections,
and year-end audit workpaper preparation. Mastery of
Excel is required as are good communication skills.
Some work experience in accounting is desirable;
internship experience in an accounting or real estate
environment is also desirable. Send your résumé and
cover letter to TPL, P.O. Box 613, (your city) or email
it to tpl@hotmail.com.
xiii. Accounting majors. Multinational consumer electronics
firm seeks entry-level accountant for work in its
controller’s division. This person must be knowledgeable
in financial and managerial accounting, internal
auditing, budgeting, and capital investments. A multinational
orientation, degree in accounting, and progress
toward completion of CPA or CMA are a plus. Good
communication skills (written and oral) and computer
applications are required. Interested applicants should
send letter and résumé to hrdirector@circuitcity.com.
xiv. Bank examiner. Federal Reserve Bank (nearest to your
location) seeks career-oriented individuals. Persons
hired will conduct on-site examinations of foreign
banks operating in the U.S. in their lending activities,
derivative products, bank operations, and financial
information. Applicants must possess a bachelor’s degree
in accounting, finance, or economics. Evidence
of cross-cultural sensitivity and foreign language
proficiency is preferred. Travel 30–50 percent of the
time. Excellent oral/written skills and U.S. citizenship
required. Apply with letter, résumé, and reference
sheets to Federal Reserve Board, Human Resources
Department, (your region) .
4 Create a web page profile complete with links that provide
supporting details. Take care that your design is easy to
navigate as well as pleasing to view.

