MIDOCEAN

UNIVERSITYll

1S y
Ly “d PRESENTATION AND

WRITING SKILLS

“ MGM223

Lecture 08

Applying for jobs and interviewing
COLLEAL) ) ) g il gl 4831




1. Submitting your résumé

MIDOCEA

UNIVERSITY

A1) oy

2. Understanding the interview process

ST

3. Preparing for a job interview

Joe ALial pumadl ¥

4. Interviewing for success

5. Following up after an interview

ALlsal) aey Aailial) 0



(‘

Lecture . ST ;
el.d\ e}@&d\ — ﬁM‘ <llad

Cover Letters — General Concept
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1 Cover letters are an essential part of job

applications.

[ There are two main types: unsolicited and
solicited.

O They help express your interest and
showcase your strengths.

O Always submitted with the CV
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How to Send a Cover Letter UMNIRQFE I.EA?
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O A cover letter can be sent by email, postal mail, s =5 5SIY) 2 b Gldadll Jw ) S O
hand delivery, or uploaded online. (s A adga yie asd ol Usy gl (gl

O It must state clearly what you're sending (e.g., CV  3uild s jw :Mia) b il oo of oy O
for project coordinator job). (olie (Buie 44y ]

3 It should explain why you're sending it and how (s _JWll adien (a5 al 5 13l & i of ey O

the reader benefits. A
A Include examples that show your readiness and clalaial 5 el jala (sae (i Alil Caal
interest.
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1 A good cover letter can be the reason your

Importance of Customization

ﬁiﬁﬂ\ el Lavadl daal
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CV gets read.

1 A generic, copied letter is often ignored.

1 Personalize each letter based on the specific
job.
O Avoid vague phrases like “any job that suits

me.

”

s 2l endl Gladll (5SS O
AN @by sl 8 el s il

aiy e Lille 45 gl o daladl cilllaaldl O

Aabll s e slnlha S o ad [
3adall

digdn g " e daladl @l ) Ciad (O

~N

)




(‘

Lecture ("' 3 ) SJéL& 1 '“I'JJ ﬁﬁi gl.bi

Cover Letter for an Open Position (Solicited)
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1 Responding to a posted job is easier since

you know what they need.
O Focus on matching your skills to the ad’s
requirements.

1 Use the same terminology as in the job ad.

[ Stand out by showing your passion and direct

relevance.
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Q Sent to a company that hasn't posted a Adla Al g e i W1AS y 8 A Jupn O
vacancy.
3 Requires research on the company’s field, Leilaliial 5 4S8l danh Jga Gay il O
needs, and hiring trends. Balizall
O Address the letter to a specific person if OSal ) (e gt i N clhaall 4350
possible.
@ Connect your background with the AS Al Jae Jlaay @il jlea g il oy ) O
company’s area of work. y
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Make Your Cover Letter Effective UNIVERSITY
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 Your letter might be the reason your CV

gets considered.

d A well-written, job-specific letter
increases your chances.

A copied, vague letter gets ignored.

J Always tailor your letter to the specific

job
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; Solicited Application Letter Tips U NIR =R SI.ET
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O You know what the employer is looking for. & (= Jeedl caalia clllaia a3 [
ey
@ Focus on matching your skills with the listed ol L e ) Jlgw dilhae e 35,0

requirements. e YL

[ Use the same language as in the job ad. LY sl Ble ) @l jle st aaatal O

@ Show passion and make your interest specific shaall clalaial s dlulas jedal O
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O Target a company that hasn’t posted a job. <&y e orlad a138 8l Gldadlla X, 0
AREN

O Research the company’s services and clients.  .LSkee 548 )4l Gladd dada (e Caanl [

O Mention why you’d be a good fit even pde ad ) ddlial ()5S O Sy CaS mia s O
without a vacancy. BPIIVIRPE NP

O Address the letter to a specific person if A, al Jabh B s Llaas o bla O
possible Gt
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Matching the Job Ad Language MLQ?&E&
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[ Use the same words the employer used in Ghe) (233 ) o1l ALKl udi aaad ) (O

the job post. PENE|
3 It helps your application get noticed by AV dail) dadail sl d el dlaeliy O

filtering systems.
3 It shows that you understand what the Ay dgla ) il i p g Ll glad O
employer is seeking.

O Avoid vague alternatives—match keywords = GlalSll aadt w54 alall &l jlwll ias [

exactly. e Y (e A8all
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Example of a Cover Letter (Solicited) UMNIRQRQI.ETAY
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1 Starts with showing awareness of the

iula gl 5 A4Sl Ad el jllal ey O
company and job. Adladll

O Connects education and experience with job  llkic 3 all s 4l jall Gl sall day 5o O
requirements. Adula )

Q Expresses genuine interest and enthusiasm. Jaall Llaial g Ui Wdlas jeday O

@ Ends with contact info and a polite request ¢! =) g Jal sl Glaslaas 55 O

for interview. PARE
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O Avoid using “To whom it may concern.”

1 Address it to a real person if possible.

1 Search company website or LinkedIn for the
hiring manager’s name.

[ Personalized letters show effort and

attention.
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[ Be specific about the type of role you're

seeking.

1 Show you understand the company and the
job.

1 Don’t talk about salary unless asked.

1 Keep it brief and avoid repeating your CV.
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Using the AIDA Structure in Your Letter MIR?S?A
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Q Attention — grab the reader's attention from .4les Jsl (3 t5Lal oLyt Coda — sLasy) (O

the first sentence.
O Interest — spark interest with relevant skills .l s 5 <l jlea aalaial 3 )6) — alaia¥) O

and experience.

3 Desire — create a desire to hire you by DA il dde ) i —de )i [
matching their needs. peialia) daas

A Action — encourage the employer to contact  J— 3 sbad LAY (g Lall adn— Jdll [
youl. b Juany)
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[ Mention the position you're applying for Toanldaaam alld skl x iy O
clearly.
O Start with something unique or personal AS il e madd gl e g il O
about the company.
O Relate your background to their mission or  waa Flas o 4 il Al 5 elild Ly 5l (O
recent success. L
3 Stand out from generic applicants. Anadd daly cp AY) aedtiall el (O
\_ J
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O Highlight your main skills and achievements.

1 Link them directly to the job requirements.

1 Use real examples or measurable outcomes.

[ Show you understand the company's needs.
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O Ask clearly for a next step (e.g., interview).

O Provide your contact information.
[ Mention availability for follow-up.

d Express appreciation and initiative.

ey Aalal) Jual gl i shae 230 O

il gl Joal sl i iy s €3 0
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 Follow-up should be polite and professional.

Ad) yial g A dalial) S8 e O

Q Respect any instructions in the job ad (e.g.,  3&dadll (Sle) 853 ga sall Ciladatilly 2 31 O

don’t call). (s Y D)
[ Do not follow up before the application Araall @e Y Fls Jd Jal s Y
deadline.

O Show continued interest without being

pushy.

Larin (g0 paiieall clalaial jelal O
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3 Only follow up if the job ad allows it. AN e Y e 13) Jasé 45 (]
A If a deadline is mentioned, wait until after it oo (s LSl (3Oe) Fu LS S>3y Q3

passes.

[ Don’t appear impatient or pushy. L gl Jasiise Gl jedaiy O
3 Be polite, brief, and clear in your message. Gl ) & Ll 55 ) patie e (S O

)
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If No Deadline Is Given
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O Wait 1-2 weeks after sending your
application.

O If no reply, send a polite follow-up email.

J Restate your interest and offer to provide
more info.

1 Keep the tone professional and enthusiastic

Akl
A i Ay Jusf o) dllay 2113 0
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[ Use email or phone if appropriate.

 Share a new achievement or skill update if
possible.

O Ask a thoughtful question to show
engagement.

O Keep it short and respectful

HS 1Y) il o s ST a5 adid O
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Examples of Good Follow-Up Questions
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1 Has a hiring decision been made?

1 What is the expected timeline for filling the
position?

O May | follow up again next week if | don’t
hear back?

O Is there any additional information | can

provide?

ey il )6 3 5 da O
ek ol Jadd ad il a3l Jaal) 8 L O

¢ sl 5 Al 3 e daliall S Ja O
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[ Shows your enthusiasm for the job.

O Gives a second chance to make an
impression.

J Keeps you on the employer’s radar.

1 Reflects good communication and

professionalism

Sanll Calia () b elend Jid O

A8 iyl g Joal gl b o) Jlgn (e

Why Follow-Up Matters U NIR E R sI.ET
daga Azlial) |3lal
~N
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; Job Application Process Overview U NIR =R SI.ET
6““8” Cailla gl aa8l) Ailee e dale 5l
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1 Screening: reviewing applications and CVs.

1 Selection: shortlisting candidates for
interviews.

O Final Stage: background checks and final
decision.

O Each step narrows down the candidate pool

AA8) 5 A dlall Aeal ye il Al )l O
Al
clainall fpad el aae Gl dla e JS O

)
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O Structured Interview: Same set of questions  a—ea i WY (@A _odaiall A Lisal (O
for all candidates. edEiall
O Unstructured Interview: More flexible and SETVENS by W P SEN vt PN [ W PN
adaptive. Jelddll
O Panel Interview: Several interviewers at once. .3y &y A& (p)slase sae Al Allas O
3 Group Interview: Multiple candidates Lo (predia 32 and tdseleall 4L O
evaluated together.
Y,
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Advanced Interview Types UMNIRQRQ I.EA
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1 Behavioral Interview: Describe how you

re a4 (i 1S sl AL
handled real situations. Anle Aled (a8 g0

[ Situational Interview: Hypothetical scenarios 4l 8l ol ga = yla 14 a gal) 4 Liadl) O

to assess reactions. Jadll 393 ) anail
 Task-Based Interview: Perform job-related = 4—=dlyalga 2080 13 slaall Jwall 4 Ll (]
tasks. Adpls ol ddass ya
O Stress Interview: Tests response under s patll e 3 pasll il tha ) aliles O
pressure. Ll cand

~N
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 Telephone Interviews.

J Email or instant message interviews.

1 Video interviews (live or recorded).

1 Online assessments and simulations

ol e Ok

S s I Al e @500
A sall il
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Interview Formats U NIR =R SI.ET
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Telephone Interviews
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1 Treat them as seriously as in-person

interviews.

O Have your CV and application in front of you.

O Use a landline if possible to avoid signal
issues.
1 Voice and tone are critical since body

language is absent.

Al lea s cuilS 51 LS doans leae Jalai O
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Text-Based Interviews (Email or Instant Messaging) UN I
U (o sil bl g g S 3 sall) Asnal) DAl

a 08

[ Often used at the screening stage. (Y pandl) Ala e e aadns O

O Lack non-verbal cues but allow timeto L i (Slg ol Aad B3y (O

think. oaSaall
1 Use formal, professional language. Ad) yial g dpan ) Azl aaddiul (O
[ Show interest by asking smart questions. 4S5 Al Hhy claldial ekl O
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Video Interviews
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d May be live or pre-recorded.
 Prepare as you would for a face-to-face

interview.

[ Test your tech: camera, mic, and internet.

1 Dress professionally and choose a tidy

background

Msese Alae o 3 yilae S5 08 O

Aled A Le a1 LS il O

i Y e geall o) ualSY Al il O
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(Slandill) i AR e L)
a 08 \
@ May include quizzes, simulations, or job Atk g 3lSlas alea ) ol jliial) Jaoiii a8 [
tasks.
O Simulates real job scenarios for evaluation. Janll Agids Gl g )l é‘éﬁ d
O Helps employers focus on performance not  Juxdl s ¢1aY) anii (e Jaall Glaal K3 O
impression.
3 Reduces hiring bias through objective il il 3 A8 a0 Sl JIE O
measures.
J
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What Employers Look For (1 / 2) UN
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A Can you do the job? fais sl alga olal i€y Ja O

Lecture

[ Do you meet the qualifications and skills?  $4s 3301 &l jleall g Sl 5al) Sl Ja (O

d Are you aware of the job requirements? fla Adds o)) Joaldi ag&i Ja O
3 Are you a strong technical and cultural el 48185 5 40y ae niss Ja [
fit?
Y,
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[ Are you the right fit for the company culture? PAS )l S e dlivadd JilE Ja (O

[ Do you have a good attitude and

communication style?

fan ge glug Jual 6 caglad el da O

[ Can you work well in a team and handle Jani g (3 8 aiia () el Sy Ja [

responsibility?

O Will you represent the company well?

T4 5 sl

Pula) 3 par 48l Jiai Ja O

What Employers Look For (2 / 2) U NIR R SI.ET
(Y /%) dadl Claval dde Eay o) L
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; Pre-Employment Tests U NIR £ R SI.ET
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\

O Many companies require tests before hiring. J=8 < jlal s SIS, A e aaell [

O Integrity tests assess ethics and honesty. GBaall s BAY) Lui da) il il lasl O
[ Used to detect potential for misconduct. (SAY) e ¢l Ll ddlaial Cadsl Caags (O

A Helps reduce workplace risks. Jaad) Ly Jala Hlalad) Jul&s 4 aelus
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; Background Checks U NIR =R SI.ET
BtUSre A8 ya 3Ra
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3 Verify education and work history. Anld) 5 5al) g O sall daia e SN O

Q Review financial or legal records (if relevant). e 456l 5l ALl Ol wll dxal 5o O
EENEN|
O Ensure trustworthiness for sensitive roles. Anbual) Caills ) 8 ddlaaddl Glea O
O Not a test, but part of the hiring decision. s gl ) B e e ja 4SS LA Gad (O
Y,
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dll8al) dls e ) Jlaisy)

a 08 \
[ After screening, selected candidates are (i pall xa Joal gl 2iy paadll a2y (O
contacted. O bsl)

O Invitations sent for interviews via phone or sl <ailell y e UGl il genll w5 O
email. (s Al
O Signals serious consideration for the role. Ganll dga e Ris aldial e Gl Jyy
Q Prepare for the next steps Aalal) & gladll s 2l O

J
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[ What is the toughest decision you’ve made? il Sl 8 cral 2 L O
O Explain your thought process and result. Silia g Al dagmill g o jS8 48 Hla 53 O
L

[ What did you learn from the experience? P il el e cualad 13 (A
@ Shows problem-solving and accountability Jeand g OO Sl Ja (e eli 08 500 [

A 5 pusal

)
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Building Self-Confidence
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08

d Recognize your strengths: communication,
problem-solving, teamwork.
O Understand that nervousness is natural.

1 Prepare and practice to reduce fear.

1 Interviews are a chance to show your value.

Ja (Jalgill ;e s bl a0l s O
eelaall Janll SIS

b el il Gl alel O

(GBI U8y oyl g Basall el [

i) 58 a yal Fm jp Alad) O
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Managing Anxiety
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1 Everyone feels nervous before interviews.

d Remind yourself of your qualifications and
value.

O The company invited you because they saw
potential.

1 Focus on your strengths, not fears

J8 il aseal) ey of adall 0 O
RAREN

_Ls\

w
il S X : 5 <
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Up Gol gy agil i3 Laalldlies O
QEEENY

* ave

M glaa ualy i 8 Lalss e K5 0

~N

- 40



/‘

Overcoming Self-Doubt
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Lecture

U Improve what you can (appearance, tone,
presence).

1 Offset weaknesses by emphasizing strengths.

O Don’t dwell on flaws — lead with confidence.

O Preparation leads to peace of mind.

cB)_jﬂ\ c)_@_LA]\)m«ﬂ_\SAJ\_AU_:n;D
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\

(J Dress appropriately to show seriousness.

1 Maintain respectful behavior and posture.

1 Body language and voice matter greatly.

O First impressions are often lasting.

Al ekl Al Gudle 35, O

Al dpxata g o piae sl e gajal U
Alic
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Appearance Matters
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 Your outfit reflects your awareness of
workplace norms.

J Modest and appropriate dress is preferred.

Jeand) 2o g8l Slagd gaa (wSay & yelaa [

(e o Al 5 dadin) Ledlll O

 You don’t need expensive clothes — just clean 4-8Uaill — &, 55 yia cnd A0 LSl O

and tidy.

J Neat appearance builds confidence and trust.

ROy Ut

aall ¢ Ldai¥) 5 48 ) ay 36Y) ekaall O
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Cacrure Grooming and Hygiene Tips U NIR £ R SIIET
Bl lall ilial

a 08 \
(] Wear clean, ironed clothes. el e A g dddad el X5 (O
 Keep shoes polished and neat. ey aaY elia e a al O
O Trim nails and ensure fresh breath. et dad) 5 & jallal dalday e ) O
A Avoid flashy styles — focus on e Sy — Ay al cull Y s O

professionalism. dyigall
W,
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Cacrure Interweyvmg for Success UNIVERSIT
gl Jal (e 3L &)
a 08 \
Q3 Interviews are more than tests — they’re da B Jo @l | ladl) ol @Bllad
opportunities. clads ) Yy
O Present your best self confidently and o ial g 48 elie das Juall o3 0
respectfully.
@ Understand your value and communicate it T s Lgadd g oliad agdl [
clearly.
3 Stay positive and focused throughout i gl J)sha 138 a5 Wik Gl O
J
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Interview Opening Phase UMNIF\??pg.ETAy
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08

[ First impressions matter greatly. oS Bl J5Y ey O
[ Body language like posture and eye contact is s _~=all Joal ill g 468 4} A 2 wallaxl O
key. Aaga
O Be polite, smile gently, and greet Aat o185 A dud daludiy) sl (Lige S [

appropriately. Aaalia

[ Respond professionally to opening questions. & yial JS& dalimy) Ay e cal O

~N
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Why the Greeting Matters UMNIF\??pg.ETAy

08 " \

O Studies show judgments are made in the first & (38 gLV o I clal ol i 0

Lecture

20 seconds. AaE Y. Jf
d Early impressions affect interviewers' AR 8 eyl gl s O
decisions.

O Even small talk at the beginning is important. .U Ld 4ladl 8 il a1 s (O

3 Stay composed and intentional from the start V) Aaalll e 55 Ui o O
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Greeting Etiquette
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daadl) ) i) il

08 m

\
 Stand or sit with a straight posture. adtioe JS8 (sl el O
L Make natural eye contact. (b g e Jial o8 e Lils O
O Avoid fidgeting or unnecessary movement. 323050 S Hall sl Jalaill s O
O Wait for permission before sitting, and use  a—ul S35 celia callal of Jd (o las ¥ [0
the interviewer’s name if known. A8 e 13) Jalaall
)
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