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lecture

o 1. Finding the ideal opportunity L
2. Define your personal strategy.
3. Know the Employer’s perspective
4. How to conduct your internet research.
5. How to build your network
6. Planning your résumé
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(1.

2.

Submitting your résume

Understanding the
Interview process

Preparing for a job
Interview

Interviewing for success

Following up after an
Interview
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Application Letters

. Solicited - Unsolicited
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Position Supply Chain Pricing Analyst Apply
Position code | T23-6678 Location Tacoma, WA | Status Full-time
Sea-Air Global Transport has an immediate opening for a supply chain pricing analyst —

in our Tacoma, WA, headquarters. This challenging position requires excellent
communication skills in a variety of media, a polished customer service presence both
in person and over the phone, and proven aptitude in statistical analysis and business
mathematics.

The minimum educational requirement for this position is a bachelor's degree or
equivalent, preferably in business, stafistical methods, or applied mathematics.
Experience in customer service is highly desirable, and experience in transportation
or logistics is a major plus.

Click here to leamn more about Sea-Alr or click here to explore the attractive compensation
and benefits packages we offer all employees.

<

Smith's application letter
echoes the language of
the job posting.
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Application Letters

(

The first sentence grabs —s
attention by indicating
knowledge of the com-

pany and its industry.

The reference to his —
résume emphasizes his
customer service orien-
tation and also shows he
has done his homework

by researching the
company.

Figure 19.1

27225 Eucalyptus Avenue
Long Beach, CA 20806
March 12, 2021

Hiring Manager

Sea-Air Global Transport

5467 Port of Tacoma Rd., Suite 230
Tacoma, WA 98421

Dear Hiring Manager:

Sea-Air Global Transport consistently appeared as a top transportation firm in the
research | did for my senior project in global supply chain management, so imagine
my delight when | discovered the opening for an export pricing analyst in your Tacoma
headquarters (Position Code: T23-6678). With a major in business and a minor in
statistical methods, my education has been ideal preparation for the challenges of this
position.

In fact, my senior project demonstrates most of the skills listed in your job description,
including written communication skills, analytical abilities, and math aptitude. | enjoyed
the opportunity to put my math skills to the test as part of the statistical comparison of
various freight modes.

As you can see from my résumé, | also have more than three years of part-time
expernience working with customers in both retail and commercial settings. This
experience taught me the importance of customer service, and | want to start my
professional career with a company that truly values the customer. In reviewing your
website and reading several articles on Lloyd's List and other trade websites, | am
impressed by Sea-Air's constant attention to customer service in this highly
competitive industry.

My verbal communication skills would be best demonstrated in an interview, of course.

I would be happy to meet with a representative of your company at their eariest
convenience. | can be reached at dalton_k.smith @ gmail.com or by phone at
(562) 555-3737.

Sincerely,

t't‘.'ﬁl—:' al g w.i!}"':-

Dalton Smith

Solicited Application Message

In this response to an online job posting, Dalton Smith highlights his qualifications whilke mimoring the reguirements
speciied In the posting. Followlng the AIDA model (see page 388), he grabs attention Immediately by letting the
reader know he Is famillar with the company and the global transportation business.

The opening paragraph
identifies the specific job
for which he is applying.

In this discussion of his
skills, he echoes the qual-
ifications stated in the job
posting.

In the close, he politely
asks for an interview in a
way that emphasizes yet
another job-related skill.

—
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— unsolicited application letter —~

(a prospecting letter to an organization
that has not announced an opening),
you will have to do some research to
identify the requirements the position is

Ll Slal e sl a) dile (i

likely to have. In addition, search for aiall LgSlias of Jalaall e Al cilaliiall
information about the company, its Joa Glaglaa oo diagl ¢ A ) ALY
customers, the profession, or the G sl 9 2_14_4\ 3 Le-Dlas 9l 4S &)
manager to whom you are writing. o Sila glaall o REECHRRE S TP IR
Using such information in your letter T e 1A e 4 daba Ao w‘" "&u

will help you establish common ground S f & oA e e ‘-"‘9 i 4
with your reader and show that you are Asliall (A 5 2 L 4l e il LBl

tuned into what is going on in the
fpdustryy. L4 . www.midoceana e



|
MIDOCEAN Application Letter Tips

» identify the opportunity T 9053 dua jil) 202 o
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* Project confidence, not arrogance
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Can you tell me what will
happen next?

‘What is the company’s time
frame?

Could I follow up in another
week?

Can | provide additional
Information?
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