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> Whenever you mail, e-mail, upload, sl saladl a5l A00Al ol s Jls ) 2 =
or hand-deliver your résumé, you il leailis ol Leluaad of g STy
should include an application letter, = ccadagiallh Gl 3L8 ) slile
also known as a cover letter, (s e Ay Lyl
»> You need to keep all the detalls.’to ey Jaalitl paans Ll olle iny  m
let .readers kn(’)w wh?t .you re ATORIN: \ACL_ASJ Al 5 Ly ol ol
sending, why you rg sending |t', ar-1d el i pe 3ol i€
how they can benefit from reading it.
» Even though these documents are Leal) L ‘"—"ﬁj““ 03 O‘;Cf“ el e
referred to as letters, they can be e- ) 0558 O (S Ll V) el
\_ mail messages as well. Ll (s S y

10-6



Application Letters

Lecture

MIDOCEA

USNEIFYV EBR S 1T Y

ﬁﬁm <liUad
B 10

» Take the same care with your
application letter that you took with
your résumé. A poorly written
application letter can prompt
employers to skip over your résumé,

even if you are a good fit for a job.
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> If you’re sending a solicited 15,) ol gl Gt J 5 € 1Y m
application letter (in response to an
identified job opening), you'll know — “forid ¢(3araed el idsh e
what qualifications the organization Fans 3l L Gansd 3l 5 5l
is seeking. )
> You'll also have more competition — dcdliall (e el Woad clal 6 Cagug  m
because hundreds of other job : < : :
: . a8 A Jwe e Gpiallll il Y
seekers will have seen the listing and == S OEEET =R O
may be sending applications too. AV RCH N A TR P DA T (A
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> If you are sending an unsolicited letter (a A b g pa e Lldad J o i HY) m
prospecting letter to an organization that e ol (J, e ) i ol )
has not announced an opening), you will . o) olle iatd ‘(E Lk eyl
have to do some research to identify the i.' ! J“T "S ) "”"., | j:gj o >
requirements the position is likely to have. Al ) &l b sl Syl

- . 3 s\t “al .

> In addition, search for information about the d’:; uuﬁj’““;uf; S el Y 43}“’}(\"’ -
company, its customers, the profession, or Lﬁﬂ‘ el gl cdigall g clghShae ¢ AS
the manager to whom you are writing. ) ks

» Using such information in your letter will Sl y (A Glaslaall o2 Jio plosinl o)
help you establish common ground with i< yidia :\_.,_,_2,)1 fli) e dlacliy o

your reader and show that you are tuned Fivms Lo dul u S 1o e Ll
into what is going on in the industry. e Al e el L) &

\‘7 _RQLLAJ\QEQ 44/
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Position Supply Chain Pricing Analyst | Apply |

Position code | T23-6678 Location Tacoma, WA | Status Full-iime
Sea-Air Global Transport has an immediate opening for a supply chain pricing analyst -— Smith's application letter
in our Tacoma, WA, headquarters. This challenging position reguires excellent echoes the lanquage of
communication skills in a variety of media, a polished customer service presence both ) ranguag
in person and over the phone, and proven aptitude in stafistical analysis and business the job posting.
mathematics.

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

Click here to learn more about Sea-Air or click here to explore the attractive compensation
and benefits packages we offer all employees.
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27225 Eucalyptus Avenue
Long Beach, CA 90806
March 12, 2021

Hiring Manager

Sea-Air Global Transport

54657 Port of Tacoma Rd., Suite 230
Tacoma, WA 98421

Dear Hiring Manager:

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

pany and its industry.

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 ses from my résumeé, | also have more than three years of part-time
experience 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-Airs constant attention to customer service in this highly
competitive industry.

The reference to his —_—
résume emphasizes his
customer service orien-
tation and also shows he
has done his homework
by researching the
company. _— ) . ) )
My verbal communication skills would be best demonstrated in an interview, of course.
| would be happy to meet with a representative of your company at their earliest
convenience. | can be reached at dalton.k.smith @& gmail.com or by phone at
(562) 555-3T37.

Sincerely,

Do Sl

Dalton Smith

Figure 19.1 Solicited Application Message

In this response to an online job posting, Dalton Smith highlights hls qualflcations while mimorng the requirements
gpeciled In the postng. Following the AIDA model (s2e page 388), he grabs attention Immedlately by letting the
reader know he Is familllar 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.

Application
Letters
h\.ﬁﬂ\ Ql.)l.hi
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No matter whether your letter will be
solicited or unsolicited, do everything
you can to address your letter to a
specific person who can hire you. Search
Linkedln, the company’s website, and

Twitter.

If another applicant finds a name and

you don’t, you will be at a disadvantage.

A A sl Gl cuilS 1) Lae S dail)
) Legan sl Haga (5 )bald JUl dysllas e
cOlasil 8 Gun) i o5 4iSa) 2ank Gl
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In addition, the following tips can improve the
effectiveness of your letter:

Be as clear as possible about the kind of
opportunity you seek.

Show that you understand the company and the
position.

Never volunteer salary information unless an
employer asks for it.

Keep it short—and keep e-mail cover letters even
shorter; in just two or three paragraphs, convey
how your strengths and character would fit the
position.

Show some personality; this will help balance the
choppy, shorthand style of your résumé.

Project confidence without being arrogant.

O 2ol (g A0 milaill (<ay D ) Bl

Cangi Al da il g o ol GlSaY) a8 izl 5 (S
Leie

Adda sl 5 A8 il dlagh el

calia Ll 13 Y] de ) sh )l (e <l slaa o385 Y
Jaall

Hﬂ\ﬂﬁdﬂ\dﬁ@)d&\jﬁ)&ﬂm\_@a\
rin g cdadh ) 538 GO gl i 8 A ¢ geall g Ty
Adds Il e lipadd o ¢l 8 Lol it CasS

sl st e @laclinn 1agd ¢Auad Sl jany yelal
AN el adaiiall 5 jeaiaadl caslu¥)

VD oke OS5 Ol (0 ey Sl el
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> Action
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Because application letters are persuasive
messages, the AIDA approach is ideal.

Getting attention. The opening paragraph
of your application letter has two
important tasks to accomplish:

(1) clearly stating your reason for writing,
and

(2) giving the recipient a reason to keep
reading by demonstrating that you have
some immediate potential for meeting the
company’s needs.

~N

QL ddaiia Jilay (e 8 le aadill Gllad oY 1k
(il mell 2 AIDA ¢

Cpiage Llaal FalEY) 5,3 pecas oLaAN) wia
;O;Hui

5 S s maa 5 (V)

Dlela) IMA (e 36l Alial ga e ol | G (Y)
A<l cilalial 4l e ol

W,

Y |
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Building interest and increasing desire.

d The middle section of your letter
presents your strongest selling points
in terms of their potential benefit to
the organization, thereby building
interest in you and creating a desire
to interview you.

d Be specific and back up vyour
assertions with convincing evidence.

A 1 Bal 5 g alatia ) 3 L)

LLas 5 ol Gillu ) e Jas ¥ ¢ 3l oa yaa O3
Las cdin gall Alainall Lgiadld Ehan pa &l g8

Sl L ae ) sl el Alaall e

Axiie Aol lileleal acal 5 13aas (SO

~N

)
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Motivating action.

O The final paragraph of your application
letter has two important functions: to
ask the reader for a specific action
(usually an interview) and to facilitate a
reply.

O Include your e-mail address and phone
number, as well as the best time to
reach you.

O Alternatively, you can take the initiative
and say that you will follow up with a
phone call.

Jand) 3idas

Aallaa 1 oliaga lidds g elildad a3 0aY1 5 5l O

A0 Qg g (Al 3ale) 22 o) b (5 )l

laa Jal gl ¢ g Qb ) dileaYU

O g 8 abaall alay 23l o eliSay el 30 Y5 O
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> Communication
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» Employer Instructions

» Closing Date
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A1 B ) daglia

Lecture

MIDOCEA

UNIVERSIT

Deciding if, when, and how to follow up after
submitting your résumé and application
letter is one of the trickiest parts of a job
search.

J First, keep in mind that employers
continue to evaluate your communication
efforts and professionalism during this
phase, so don’t say or do anything to
leave a negative impression.

d Second, adhere to whatever instructions
the employer has provided. If a job
posting says “no calls,” for example, don’t
call.

~N

(il Uad g Al i j i € 13 La auaad 3a)

Adda s e Gl dal je Caal (e w5 ¢ Sag

=g ea O saihy Jaall el ol RS el O
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et d " Jlany
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 Third, if the job posting lists a close date, don’t FS e i daladl Sle) LS QLA |

call or write before then, because the company O35 Y ASHaN oY cald (iSs ) Jeats S (@]

is still collecting applications and will not have X Vol )
5 2PP sl aY adipall 3500 2y 0 ol g Slillall aans

Dl

decided about inviting people for interviews.

O Wait a week or so after the close date. If no
close date is given and you have no other JJA:’ ej ) @3ey! @JU g Ly i \-Eﬁwi Jhnl O
information to suggest a timeline, you can i (s AT Cilaslaa (of Glil (S5 a1y 3le ) fo )
generally contact the company starting a week  ,,, A< 53l Jlaiy) dale b€l ¢ ey Jsaa

or two after submitting your résumé. - . . .
5 AN Gl s a8 (e e saul 5l & saul

- /
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O When you follow up by e-mail or telephone,
you can share an additional piece of
information that links your qualifications to
the position (keep an eye out for late-
breaking news about the company, too) and
ask a question about the hiring process to

gather some information about your status.

1 Good questions to ask include:

iy eiled) 5l (S5 AV 20 e Aaliall 2ie O
Adyls o1l LBl e day p5 Adlda) da slaa A4S L
Oz ohy (L) 4,80 e JLAY) AT o)
Jsa lasleall Gany aaad Capha gill dlae J5a

Elaa g

(g b diay Al Saad) ALY (e O

~N

)
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Has a hiring decision been made yet?

Can you tell me what will happen next in terms of
the hiring process?

What is the company’s timeframe for filling this
position?

Could | follow up in another week if you haven’t
had the chance to contact me yet?

Can | provide any additional information regarding
my qualifications for the position?

Whatever the circumstances, a follow-up message
can demonstrate that you’re sincerely interested in
working for the organization, persistent in pursuing
your goals, and committed to upgrading your skills.

o O 0O OO0

Lad el1d aay Giaag Bl S o i Jo O
faiall 13a Jadd 4 3l a3l Yl s L O

U smad Agliz) Gl slea (g aaii i€ay Ja O
fagdasll U 5

el o Al A ) Sy g Ll cailS Lo
e ) paal s dS Al ol Jaally Galall clalaia)
Gl lea g shats el il g cclalaal gueas

Y |
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Organizations use various types of interviews to <ohlaall e d dlite el gl Gl isgall a2ad
discover as much as possible about applicants. e Glaslaall a San j3 8 5 S) L ISY

O A structured interview follows a set sequence of Cpaiiall
questions, allowing the interview team to saraa dlude AlSigall o) daliial) A0l o [

compare answers from all candidates. A jliey ARl (3 i) ey Lae Al (s

3 In an open-ended interview, the interviewer ot el e Gills)
adapts the line of questioning based on your A wles JEal) (o 3<0 (A gidall Z\_&e&,‘jygﬁf 0
responses and questions. el 5 eila) e sl Ay

O In a panel interview, you meet with several @u—i'm Bae pa il Iy ~=.3¢_4;ue&d‘ &0

interviewers at once; ol i

 in a. group mterylew you and .sever.al other i e bac g il 8l e laad) AlEal) i O
candidates meet with one or more interviewers at sals o b )ﬁ j sal g ilias oy ,al

\_  once. ' - )
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In a behavioral interview, you are asked to
describe how you handled situations from your
past.

A situational interview focuses on how you would
handle various hypothetical situations on the job.

In a working interview, you actually perform
work-related tasks.

Perhaps the most unnerving type of interview is
the stress interview, which is set up to see how
well a candidate handles stressful situations, such
as long periods of silence, criticisms of your
appearance, deliberate interruptions, and abrupt
or even hostile reactions by the interviewer.

~N

A Caa g elie all s ghoad) 400840 3 O
Al (38 g e llala

e ALlai g€ e 488 5al) A8 3R 5 O
Jaall b Gl da) il (i) e

(Janlly Aalath Llga Ulad (6355 Jand) Alia 3 O

Alilia oo yisall 55 colal gl ST Ua1 O
Slo zetiyall 53 (500 Ad jyaal Ba3 )5 cdaiial)
Craall Gl i Sia cdpuanll (@) gall xa Jaladll
Al ahlaall g ol y glaa chlal gty g a1l glall
Ailaal) a4l Jadl) 393 55 cBaiaaidll

JadVdd o)
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» Telephone.

» Email and IM.
» Video Technology.

> Online.

ilgdl e >
A58 Jiba g g A 3l s >
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In addition to encountering a variety of interview
formats, expect to be interviewed through a variety of
media.

O To succeed at a telephone interview, make sure you
treat it as seriously as an in-person interview. Be
prepared with a copy of all the materials you have
sent the employer, including your résumé and any
correspondence.

O If possible, arrange to speak on a landline so you
don’t have to worry about cell phone reception
problems.

d Remember that you won’t be able to use nonverbal
signals to create a good impression, so a positive,
\_ alert tone of voice is vital.

~N

Lile ol (e de giia

Lgra Jualoill (pa a8l cdiily AlEa 8 ~Laill (O
cala ) Ll i il it sal) ases (s
B ye (gl 5 AIAN el s lld 8 ey Janll
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U sanall Cailedl Ol

ILEY) alasiul e 15008 58 el <33 0
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J E-mail and IM are also sometimes used in =AY Al Al U lad 21, 0
the screening stage. While you have i 1. o 8L 3lald )4l Jilow i
almost no opportunity to send and . e JE il gl sda as il
receive nonverbal signals with these vy d bl e ol jlayl Jlsiul s Jls))
formats, you do have the major i <) & (et i3 jme Shal
advantage of being able to review and Al ) J aliawi g 3 JS daal ge

edit each response before you send it. 353y b ) sial ol e kil O

d Maintain a professional style in your Sl yra yedad Al 7 b e a sl
responses and be sure to ask questions Adyls 5l 5 48 Al
that demonstrate your knowledge of the

company and the position.

\_ W,
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O Many employers use video technology for

both live and recorded interviews.

O Prepare for a video interview as you would
for an in-person interview and take the extra
steps needed to become familiar with the
equipment and the process. During any video
interview, remember to sit up straight and

focus on the camera.

Al Jaal) Claial (e agaall adi oy O
Alasall 55 dlell COUEL gaa8l)

Al L5 E€ o1 LS gl ALl s O
o U ALy il padll 385 g chaad
JYA el yaYl s cland) e oyl
aines JS5 uglall SH ¢ b Allsa (g
Sl e 58 5l

~N
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(J Online interviews can range from simple
structured questionnaires and tests to
sophisticated job simulation that are similar

to working interviews.

O Job simulations not only identify good
candidates but also reduce the risk of
employment discrimination lawsuits because

they closely mimic actual job skills.

LJbLuLuwa)AGA{)HY\“ﬁS'LA)HULA‘C:j‘ |
LSlas ) dadaid) Aoyl el iyl
Jaall OUlaa 4 5 laia duiula g

i) aant e il gl 5Slae Jea3 ¥ O

Jal Ao Llayl Jrant Lgd) i ccamnd (paal

Lty caplagill 8 5yl s sles Hhlas
Al Jeall Ol jlen S e (Slas
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Interviews give employers the chance to go beyond
the basic data of your résumé to get to know you and
to answer two essential questions.
d The first is whether you can handle the
responsibilities of the position.
= Naturally, the more you know about the demands
of the position, and the more you’ve thought
about how your skills match those demands, the
better you’ll be able to respond.
= Suitability for a specific job is judged based on
such factors as
o academic preparation,
o work experience,
o and job-related personality traits.

~N

L G ladll a5 Jasdl laua O g

Glile oyl AaIAN @byl Al bl e amal
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(J The second essential question concerns
organization fit; that is, whether your
overall personality and approach to work
will be appropriate, not only for the target

position but also for the organization.

dpad &l eligld e ol Gl aaas i [
1 This determination will be made based on
<y shaal g A g
your personal background, attitudes, and
style.
Y,

~N
liagSay (et AL ) J1i=d) O
Galal) elinadd il 1) Lo (ol (A gall
b8 gl ulie deall 8ol agiy
Lyl A sall s Aagiasall craiall
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Many companies rely on pre-employment
testing to determine whether applicants are
suited to the job and whether they’ll be worth
the expense of hiring and training.

 Integrity tests.

You might not think that a test could identify job
candidates who are more likely to steal from
their employers or commit other ethical or legal
infractions, but employers have had some
success in using integrity tests.
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1 Personality tests.

Personality tests can try to assess either general
character or suitability for the demands of specific
profession. General tests attempt to profile overall
intellectual ability, attitudes toward work, interests,
and managerial potential, as well as such
characteristics as dependability, commitment,
honesty, and motivation.

1 Cognitive tests.

These tests measure a variety of attributes involved

in acquiring, processing, analyzing, using, and
remembering information. Typical tests involve
reading comprehension, mathematics, problem

\solving, and decision making.
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1 Job knowledge and job skills tests.

These are the most common type, designed to assess
competency or specific abilities needed to perform a
job.

 Substance tests.

To avoid the increased costs and reduced productivity
associated with drug abuse in the workplace, many
employers require applicants to be tested for drug
use.

Companies with mandatory testing have found real
advantages, including lower accident rates, fewer
disability claims, and decreased violence and
absenteeism.
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1 Background checks.

Although not a test in the usual sense, a
background check also helps employers learn
more about you. A background check might be
used to verify the credentials on your résumé, to
see how well you manage credit, or to learn if

you have a criminal record.
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Throughout the interview process, you can
expect to get a mix of questions that are
specific to you and the job opening, as well as
questions that are of a more general nature,
such as the following:

(J What is the hardest decision you’ve ever
had to make?

Be prepared with a good example, explaining
why the decision was difficult and how you
made the choice you made.
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(J What are your greatest weaknesses? Célinin Lalli J,J » L

Describe a weakness so that it sounds like a
virtue (such as working too hard) or describe a
relatively minor shortcoming and explain how

C)—M‘j““*‘tlﬁ“‘1 ncu_mj\ ‘(d_AJAM

you’re working to improve. e sle "
(d Where do you want to be five years from $Q) g el 22 (4655 ) 4 5 (O
? ;
now: 2 aaluall 8 elie ) lila) et o g

Your -answer should reflec’t your desire to Ceds coadll AL sk Jeall coalin Cilaal gaias
contribute to the employer’s long-term goals, 238 ) sl 138 S 13) Lo Al il laza

not !ust -your own .goals. -Wh.ether this S Sy el QU el oa saie e gle
qguestion yields useful information is a matter adde LM i

of debate, but prepared to answer it. S
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d What didn’t you like about previous jobs
you’ve held?

Describe something that you didn’t like in a way

that puts you in a positive light, such as having

limited opportunities to apply your skills or

education. Avoid making negative comments about

former employers or colleagues.

O Tell me something about yourself.

Ask if the interviewer would like to know about

your specific skills or attributes. If this point is

clarified, then respond accordingly. If it isn’t,

explain how your skills can contribute to the job

and the organization.
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J Interviewing is stressful for everyone, so g il L8130 (aeall 4 yo COLL AL

some nervousness is natural. ] )A‘ })ﬂ‘ .

 However, you can take steps to feel more . . .
GLAd 3aly )1 &l g lad ALAT) iy «ld aa
confident.
 Start by reminding yourself that you have

5 -~ ~'.': o .. M il
calal o aaai il elugy S8 5 Ja

value to offer the employer, and the employer
already thinks highly enough of you to invite S b 38 Jaall il o 5 cJaall

you to an interview. Allsa ) el el
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O If some aspect of your appearance or
background makes you uneasy, correct it if
possible or offset it by emphasizing positive
traits such as warmth, wit, intelligence, or
charm.

O Instead of dwelling on your weaknesses, focus
on your strengths.

O Instead of worrying about how you will perform
in the interview, focus on how you can help the
organization succeed.

1 The more prepared you are, the more confident
you’ll be.
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1 Physical appearance is important because
clothing and grooming reveal something about
a candidate's personality, professionalism, and
ability to sense the unspoken “rules” of a
situation.

1 When it comes to clothing, the best policy is to
dress conservatively.

d Wear the best-quality clothing you can but
remember that “clean and appropriate” clothes
are far more important than “expensive and
flashy” clothing.
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O Good grooming makes any style of clothing look i s} e it jelaally sl A tall O
better. Make sure your clothes are clean and e Ol (e 28U Jouzadl 1 gdae Dl
unwrinkled, your shoes un-scuffed and well 4= sadas B P A PPN W
shined, your hair neatly styled and combed, & il ity ada s Caiinn & 2y ldua
your fingernails clean, and your breath fresh. Adiaie el ¢ (Adylas

d Remember that an interview is not the place to =il Caliall Ll cond AL of S5 O
express your individuality or to let your inner s, ail el GOLLaY of Gl adld e
rebel run wild. Salal

L Send a clear signal that you understand the j_.¥4 alle agdi by daal 53,08 Juyl O

business world and know how to adapt to it. . y¢ M ol Yy dee CaSE (o Ca i
You will not be taken seriously otherwise. ) ; ' N :_;m s
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1 Of the three stages, the warm-up is the most a gl s g ied AN Jad sl e e O
important, even though it may account for only vy 13 L s at e dsaal LAY _a
a sma.II fraction of the time you spend in the , S gl e i 5 (5 see Jiad
Interview. Allad)

O Studies suggest that many interviewers, )
particularly those who are poorly trained in ¢CublEall (e apaall o) (A il pall 535 0
interviewing techniques, make up their minds il o 13a 150 ol ol @il ff Aals
within the first 20 seconds of contact with a Jsl A aa ) 38 ¢ saai «cdUlidl ¢f ya
candidate. Al ge Jaal il e A6 Y

1 Don’t let your guard down if it appears that the
interviewer wants to engage in what feels like
small talk; these exchanges are every bit as

\_  important as structured questions.
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Body language is crucial at this point. Stand or sit up
straight, maintain regular but natural eye contact,
and don’t fidget.

When the interviewer extends a hand, respond with
a firm but not overpowering handshake.

Repeat the interviewer’s name when you're
introduced (“It’'s a pleasure to meet you, Ms.
Litton”).

Wait until you’re asked to be seated or the
interviewer has taken a seat. Let the interviewer
start the discussion. Then, be ready to answer one or
two substantial questions right away: for example,
“Why do you want to work here?” or “What do you
know about us?”
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J Questions and answers will consume the
greatest part of the interview.

O The interviewer will ask you about vyour
gualifications and discuss many of the points
mentioned in your résumé.

O You'll also be asking questions of your own.

O Let the interviewer lead the conversation, and
never answer a question before he or she has
finished asking it.

O Tailor your answers to make a favorable
impression. Don't limit yourself to yes or no
answers.
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O If you're asked a difficult question, be sure you
pause to think before responding.

O If you periodically ask a question or two from
the list you've prepared, you'll not only learn
something but also demonstrate your interest.

1 Paying attention when the interviewer speaks
can be as important as giving good answers or
asking good questions.

O The interviewer's facial expressions, eye
movements, gestures, and posture may tell you
the real meaning of what is being said. Be
especially aware of how your comments are
received.
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Q Employers cannot legally discriminate i e o am Gisild il Jeall Glaa 0¥ O
against a job candidate on the basis of raFe, el o a5 all el e ik
color, gender, age (from 40 to 70), marital
status, religion, national origin, or disability.
If you are asked questions that are personal aliuf ¢lle cua 13 daley) il da¥) |
or potentially unlawful, how you respond
depends on how badly you want the job,
how vyou feel about revealing the o= <38 wcliise;dihll ddlie ) gaa
information asked for, what you think the LS8N ol A€ 8 Sl 5 iy slhaal) il sheall
interviewer will do with the information, and
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Like the warm-up stage, the end of the interview is
more important than its duration would indicate.

In the last few minutes, emphasize your value to the
organization and correct any misconceptions the
interviewer might have.

You can generally tell when the interviewer is trying to
conclude the session.

When you get the signal, respond promptly, but don't
rush.

Thank the interviewer for the opportunity and express
an interest in the organization.

If you can do so comfortably, try to pin down what will
happen next, but don't press for an immediate decision.
If you do receive an offer during the interview, you'll
naturally want to discuss salary.
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d However, let the interviewer raise the subject. If asked

your salary requirements, say that you would expect
to receive the standard salary for the job in question.
If you don't like the offer, you might try to negotiate,
provided you're in a good bargaining position and the
organization has the flexibility to accommodate you.

Maintain a notebook or simple database with
information about each company, interviewers’
answers to your questions, contact information for
each interviewer, the status of thank-you notes and
other follow-up communication, and upcoming
interview appointments. Carefully organized notes will
help you decide which company is the right fit for you
when it comes time to choose from the job offer.
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d Staying in contact with a prospective employer after Jaiaall Jwand) caaloa pe Jal g8 e cladl o) O
an interview shows that you really want the job and Aids N 8 snaall elie e lal A LA J_,_,

are determined to get it. )
: Lo Jsandl e ela e

O Doing so also gives you another chance to ‘
demonstrate your communication skills and sense of <Ll jlea JlelaY (s Al dua yi elld elaig LS [

business etiquette. G yal s g Jaal g1l

Q FoIIOV\{lng up brmgs your nam(? to the interviewer’s Uéﬁj ‘LS)-'J 5 e JEAN oLkl X il O
attention once again and reminds him or her that L El et e e dims it Gl
you’re actively looking and waiting for the decision. Al B g Adda 5l e Agang i i

0 Any time you hear from a company during the 4jlac oLl 4S5 e 13,4 Aliicidy gl 8 O
application or interview process, be sure to respond 1 85 8 Ao yun 25l K& ALlaal) j e:ziéﬂ‘

quickly. Companies flooded with résumés may move |y Al 1 e 4l (I A R LA
on to another candidate if you they don’t hear back 3\;\“ \,; d;)ti e 13 &51' r“j

\ from you within 24 hours. )
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Thank-You Message
Message of Inquiry
Request Time Extension
Letter of Acceptance
Letter Declining Job Offer

Letter of Resignation
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When you receive a job offer that you want to «algd _8 e )i Jae (e A% Laie [

accept, reply within five days. Begin by accepting .e\ﬁ‘ ded JOA 3
the position and expressing thanks. &S e el g daks d) Jeas T O
Identify the job that you're accepting.

y J y pling Lok il ikl 2 O
In the next paragraph, cover any necessary details. ) i
Conclude by saying that you look forward to Gl gl e A Ul s, sl 200

) L L) S s ) Ay e
Jal)

reporting for work.

After all your interviews, you may find that you
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need to write a letter declining a job offer.
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L The bad-news plan is ideally suited to this type of O g sl 13 gl Al "asy ) AV ki Q

letter. Open warmly, state the reasons for refusing the 4 . 3 bl 5 S culany o) el
offer, decline the offer explicitly, and close on a . RAPEICW RINp ‘me i ) ayall
leasant note, expressing gratitude. )
P Xpressing gratitu lhiliial e 1 yma
 If you get a job offer and are currently employed, you ) ) .
Sl (Ll Jant g Jae (g ye i 13) O
can maintain good relations with your current
Al dlee calia aw s GlEde e Ll
employer by writing a letter of resignation to your ~
Sl el | et Gldad 4US (DA ¢
immediate supervisor. Follow the bad-news plan, and i 50 = S P& s
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make the letter sound positive, regardless of how you

\‘¥ feel. oelie e Hhill ek dala) 44}
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