www.FirstRanker.com

UNIT - 6

EMPLOYMENT COMMUNICAT



:l », FirstRanker.com

A Firstranker's choice _ .
www.FirstRanker.com www.FirstRanker.com

Introduction:

When you compose a message, you mu
who you are sending it to, what the subject lii
be, and, of course, what you will write in the
message.

If you are a new graduate or you are in
for a better career, you should know how to \
good job application letter. This is different fr
resume because an application letter is usual
paragraph form, unlike resumes which are ty
bullet form. It is important that you write an
appropriate application letter based on the p
you are applying for.
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Job application letter is to persuade empl
read the attached Resume.

Features to be kept in mind, while
application letters are as follows :-

e Make your individualistic

e Catch the readers’ attention

e Highlight your educational / pro
qgualification
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One should also not write the same app
letter to different companies or the letter will
general, as if you are too lazy to draft so

which is suitable for the company.
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Benefits :

Writing an application letter has a lot of bene
shows that you are the type of person who take
seeking seriously because you find time to write a
application letter. Most applicants just submit thei
without an application letter. It is definitely a pl
include an application letter.

A job letter also gives your employer an idea «
kind of person you are. Are you serious, funny, frier
-oriented, diligent, or formal? The reader will be abl
these things with the way you draft your letter anc
kind of words that you used
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eCarefully read and understand the job opening

opening is the ad posted online or in print. If you c
out or print the ad, make sure to write down the |
information in the ad such as the job descrig
qgualifications.

Some companies also include their company
background in the job posting to give their applican
about the nature of the company. It is also import
your own background research about the company

about the jcb position
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*Start writing your job application letter with the s

Who should you address the letter to? If you
about this, make sure that you write the name of th
and make sure that you spell the name correctly.

If unsure of the title, just write a generic title
You do not want to mess up with the name anc
because this can be offensive to some people or tl

think that you are not very careful when it comes ta
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*After the greeting, start the letter with an

paragraph. This tells the employer how you foun

posting and how you want to be a part of their com
You should also state why you are qualified ir
position as briefly as you can. You can expound on

in the body of the letter.
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The rest of the job application letter shoulc
vour education background, skills, and exp
These are the same details as in your resurr
paragraph form.

Depending on the post one can alter his
wordings, a bit of humor added if you are ap
a comic artist or as an advertiser but not if

applying for a position in a financial institutio
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*Make sure that you close the paragraph emg

on how you are waiting for their reply. Inclt
correct contact information such as phone |
and email address. This will ensure that the €
will be able to contact you in case they are in

with your job application letter
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Never use slang words even if you are writin;
casual and friendly tone. Greeting youl
interviewer ‘Hey y’alll’ is not a good idea. Yo
end up not having an interview at all. Final
polite tone of voice when writing your |

application to show humility and respect.
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QUALITIES OF A WELL WRITTEN APLLICATION
LETTER/MESSAGE:

* An application letter/ message should reflect the .
of the of the candidate. The tone should be pleasing
confident.

* LENGTH-is another imp quality. It is best to
application letter.

*Addressed to a person not to the title.

* knowledge of employer’s activities.
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= Reader benefit information.
= Organisation.
= Style.

= Mechanics.
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Curriculum Vitae

A cirriculum vitae, commonly referred to as

longer (two or more pages), more detailed
than a resume. It includes a summary ¢
educational and academic background, as
teaching and research experience, publ
presentations, awards, honors, affiliations, a

details.



:l », FirstRanker.com

A Firstranker's choice

www.FirstRanker.com www.FirstRanker.com

The primary differences between a resum
curriculum vitae (CV) are the length, what is
and what each is used for. A resume is a on
page summary of your skills, experier
education.

While a resume is brief and concise - no
than a page or two, a curriculum vitae is a lc

least two page) and more detailed synopsis.
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When should a CV be used?

*When an employer asks for applications to be re
this format

*When an employer simply states "apply to ...
specifying the format

*When making speculative applications (when wri

employer who has not advertised a vacancy but

hope may have advertised)
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What information should a CV include?

PERSONAL DETAILS

*Normally these would be your name, addres
of birth (although with age discrimination law
force this isn't essential), telephone number
email.

EDUCATIONAL QUALIFICATIONS

*Your degree subject and university, mention

uniess poor !
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WORK EXPERIENCE:

*Use action words such as developed, planned and
( working in team.)

*Try to relate the skills to the job. A finance
involvenumerical, analytical and problem solving
focus on these whereas for a marketing role you we
a bit more more emphasis on persuading and n
skills.

"All of my work experiences have involved workinc
team-based culture. This involved planning, organi
ordination and commitment e.q., in retail, this ens.
sales targets were met, a fair distribution of 1
effective communication amongst ail stajf members
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IINTERESTS & ACHIEVEMENTS:

*It should be short and to the point: As one grows
employment record will take precedence and inte
typically diminish greatly in length and importance.
*Bullets can be used to separate interests into differ
sporting, creative etc.

*Don't put many passive, solitary hobbies (reading,
TV, stamp collecting) or the candidate may be pel
lacking people skills.

*Show a range of interests to avoid coming across a
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*Hobbies that are a little out of the ordinary can h
stand out from the crowd.

*Any interests relevant to the job are worth me
current affairs if you wish to be a journalist; a fant
portfolio such as Bull bearings if you want to work ir
* Any evidence of leadership is important to mentic
Eqg:"As captain of the school cricket team, | had
positive example, motivate and coach players and tt
feet when making bowling and field position change

tens

cd
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*Anything showing evidence of employability skill
teamworking, organising, planning, persuading, n
etc.

SKILLS:

*The wusual ones to mention are language
conversational English, Hindi,French, basic Spanish).
*Computing (e.g. "good working knowledge of MS A
Excel, plus basic web page design skills" and

*Driving ("full current clean driving licence").

If the candidate is senior or has a lots of relev
to offer, a skills based C\ may work.
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RERENCES:

*Many employers don’t check references at the a
stage so unless the vacancy specifically requests re
fine to omit this section completely if you are runnir
space or to say "References are available on reques
*Normally two referees are sufficient: one academic
a tutor or a project supervisor) and one from an

(last part-time or summer job).
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What makes a good CV?

|t is targeted on the specific job or career area fc
candidate is applying and brings out the relevant
has to offer

|t is carefully and clearly laid out: logically ordere
read and not cramped

*It is informative but concise

°/t is accurate in content, spelling and grammzc

mention attention to detail as a skill, ensure that th
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Tips to be considered:
e carefully and clearly laid out .

* each page should be on a separate s

paper(not back to back).

*Be concise, positive & honest in revealing th
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FONTS:

*TIMES NEW ROMAN, ARIAL is the standard windo
font. A safe bet - law firms seem to like it!

A more interesting serif font might be GEORGIA
choice might be VERDANA which has wider letters 1

fonts.
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(To adjust the height of the ext
box in case of it being too tall
or short, click outside of the
text box, then click once on it to
seblecl. Pull on the top middle
handia to change the haight.)

EDUCATION

School Name | 00/00 — 0000

Lorem ipsum dolor sit amet,
consecietur adipiscing elit.
ntegear falis mi, adipiscing eget
adipiscing sed, ultricies in odio.

School MName | O/O0 — GO0

Lorem ipsum dolor sit amet,
consecieiur adipiscing elit.
nteger felils mi, adipiscing eget
adipiscing sed, ultricies in odio.

School Name | 00/00 — 00/00

Lorem ipsum dolor sil amet,
consectelur adipiscing elit.
Integer falis mi, adipiscing eget
adipiscing sed, ultricies in odio.

www.FirstRanker.com

About Me

www.FirstRanker.com

Your Name and Title Here

555-555-5555 email@email.c

PROFESSIONAL EXPERIENCE

Work Name | 00/00 — 00/00

Job Title

Loram ipsum dolor sit amel, consactetur adipiscing «lit. integer felis mi, adipiscin
sad, ultricies in odic. Etiam semper, nulla a maittis '-'UID':.IIEIE G-EI 2ros conguea qus
walit dul in mi. In in enim eu alil lucius i jada. i | m pretium nun
Etiam nec aros.

Work Name | 00/00 — 0000

Job Title

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Integer felis mi, adipiscin
sed, ultricies in odio. Etiam semper, nulla a matlis vulputale. st ernos congue qus
wvelit dui in mi. In in enim eu elit hctus malesuada. NMunc allguam pretium nun
Etiam nec eros

Work Name | 00/00 — 0O0/00

Job Title

Lorem ipsum dalor sit amet, consectetur adipiscing elit. Intager felis mi, adipiscin
sed, uliricies in odic. Etiam semper. nulla a mattis vulputate, st eros congue gus:
walit dui in mi. In in enim eu elil lucius malesuada. Nunc aliguam pretium nun
Etiam nec enos.

Work Name | 00/00 — 00/00

Job Title

Lorem ipsum dolor sit amet, consectetur adipiscing alit. Integer felis mi, adipiscin
sed, ultricies in odio. Etiam semper. nulla a mattis vulputate, est enos congue qus:
walit dui in mi. In in enim eu elit lucius malesuada. Nunc aliquam pratium nun
Etiam nac &nos.

SKILLS

~p

= Lorem ipsum dolor sit . Cor adipk g elit.

= [nteger felis mi, adipiscing eget adipiscing sed, ultricies in odio.

= Etiam samper, nulka a mattis vulputats, st eros congue quam, egel tincidurnt we
enim eu =it luctus malesuada.

= Munc aliguam pretium nunc ut uliamcorpar.
Etiam nec eros.

I e inedun dalor et ameat mmﬁhlrﬂﬂlﬂlm alit Fiierma rondimeantoem sam it neam nuibvinar malaguads.

\rulmlm Smpandaauhandrnﬂataa-th:iuwﬁ- Cras su purus metus. Donec in 'I]n'plnutmiﬂ!quamlanul

muollis purnus eget

condimentum. WVestibulum lacinia

lacinia. In luctus est qguis consequat euismod

metus massa, rhoncus in liguta voliArel, alh3aaelciorss sieh ] Proin ut mauris adipliscing, vulputate nibh wt,
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> Christina Black
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Professional Summary

Relmble, canng certified nursing assistant with several years expenence canng for clderly and valnerable
adulrs. Excellenr cliene care: work well sirh bedndden, physically challenged and memorny-impaired  residenes.
|-:|‘|q.-.|'l|;||.}' .Lrld I._i.l-l1'|]'l\'.|hh:l:lll.1l-|.'. sathy 1.':&..1._1.'!'.4.'!:. lrI.[l.'l.‘_lH'l'\-r:!ll.—lI 1.1|-|'l1ll:|l|.|1:i|:'.-|:li1 M I\-\.in.:il.l-h\.. |'|-q.'1..il1l-|.'_' .|.1.'.|i|.|.:|:|h' ‘!-l.} =,
cvemngs, wockends and hobidas Discreer and confidential in all deabings wath patienes and st

Current Licenses and Certifications

o Adarviand Cernifiod Mursing Assicrant | socmnse & IR Cernnficd

Qualifications
= Comfon and motivane paticnis =  Comply with OSHA and FHITPPA
= Assisr warth personal hymiene & meals = Able o pass physical and TH reses
=  Mosator patcot vital sagns = Sound kevowlbodee of mcdiical rermunology &
* Follow dircction of norcs clectronme record-keepeng
= Waork with minimal supemasion =  Alanage pericane routine and cleanuap for coros
= Alaancein residencal pooms
- Prosade safe & compassionate cane - Fiscellent amtendance mecond

Accomplishments

Communication and Intcrpersonal Skillks

=  Offercd conversanon and companionship oo loog-term care residenes, earaldishing and moinsinang
positive patent relatnonships.

- R.I:"h.i!ll :-rL::!l:J (£8 ] ::||'| s 15 |'l-:.l;ru-:|'|1 I.'JIJ&\- I'H.'I:' -_.]'l:il-l (5 & B ri:'n:!_-.- :.ll:l:-l.h I_'l'l;ll:'ll"l!l! EFiiiianer. !.':Fl_-rl.'ﬁml::-r-:! nl.'u."ﬂ ..u.l.-:!
provided For care of indncdusmls,
F=ralslighad FApPgMOre wiath eam momibsers, resabent= and Farruilpes

=  Provided social and emmorional support o improve residents" morakbe

- LI hserved F!lh:.'tiq_';l.l il ermesreonal I;_'tl:-l!13_'\_l_"ii; n'!\r:rrn‘l il l,'l::lrl.-q.lllll:l:\ Ey MAar=sgs,

Care and Support

=  Assistodd approcamarcly 15 residenis cach shaft wath activines of daaly bvmg @ ensured they were on mmee
for all meaks and acovines

= Helped residencs with daily hygeene, including showering, oral and pericane, inconrnencoes canc,
munamazage rashes, sorcs and soillimg

= ‘Transferned mdividoals from bed oo chair, bed o commode, chadr o commeode, usings Crasr Belrs, Hover
Lifes and EasySrands as needod, ensuring parsent safiery and onmforr.

{Jrﬂ'ﬂniznlimﬂ Skalls
= Visited and cvalined patients daily ro derermane whiich patenims needed more fime 1o prepane for the da
andd o respect the necds of cach individual.

- 1l:||'|.'q."|lur|::|rh.1.| ||1|'|:|\l.-hi|._'|.'1 i':ll!l'._':_ .|:|1:.i F'H.' F‘HJI\-I.I 'i'|IFl|'|-\1ll|._"l- L |-|" m:-iq.lrllr'\-. Hl:.'lF:i:_'-q._'\-q.t ir |'||...|d :-I:l]'l-‘]'b!ii_“r I::Irl.!-l.'!"i:_"l.i F LS
e,

Recrcation & Physical Therapy A
www.FirstRanker.com
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GROUP DISCUSSIONS

Group Discussion is a process
where exchange of ideas and opinions s

are debated upon.

A typical GD comprises of
candidates. Each group is then given a topic for ¢
The topic can be general or specific. It is the most |
and popular techniques being used in a number of p

tests.
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It is @ method to screen the candidates as we
potential. It is also designed as a situation test \
sample of candidate’s group worthiness and pote
eligible comes out. It is one of the best tools in stL

behaviour & attitude response of the participants.



:l », FirstRanker.com

A Firstranker's choice

www.FirstRanker.com www.FirstRanker.com

One should take a stand in a discussion. It is r
necessary that you conclude by a positive or a
viewpoint, but to summarize the discussion well :
neutral gives you an edge over others. The candi
given a time limit for discussing this topic.

Each participant has to give his or her views a
topic. The panelists are there to judge the discuss
the time limit is over, the best candidate from the

selected. The same process is followed for other grc



1
2
3
4
5.
6
7/
3
9

10.
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Tips for group discussion

. Adequate matter/ Subject matter is essential.

Make Sure you Read Widely.

Choose Magazines that are Rich in Content.
Be Aware of Topics that are Repeated.

Work on your Communication Skills.

Listen to the Topic Given During GD Carefully
Try and Maintain a Balance in your Tone.
Listening Skills are Essential.

Body Gestures are very Important.

Be the first and also the Last to Speak or to wind
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Group Discussion is not a debate in which eac
participant either opposes or supports the topic. Th
clear cut positions or stands required.

LEADERSHIP:

In a GD all participant are supposed to be equal.
officially chosen as leader. All the participants are
have equal opportunity to express their views.

GD PROTOCOL:

GDs are “formally informal”.
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DISCUSSION TECHNIQUES: it is a continuous discu
outgoing interaction in which participants examine
or problem from different angles and point views.
Good analytical abilities, critical assessment of argur
strong verbal and non-verbal skills of communicatio
one a competitive edge over others.

LISTENING: listening too is a participative act. Pz
should listen thoughtfully to what others have to s
goal of assimilating and analysing rather than contrz
refuting others, instead better try to join the

tactfully.
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Essentials of a GD:
*¢* Group structure- size and ethnicity & gender.
** Group task( purpose & time limit).
* group preparation & participation.
**Group accountability.
** Planning & organisation.
**Rules -let everyone participate.
- Be critical of ideas not people.

- Agree to disagree.

nctatron wihat cAarmana Annn caiAd 1f nAt r~|oar
TACOLALL VVIIDUL OUIITIC UlIC 9dIiU 11 1IUVL Licdl .

] A e e e i e e e e e e S e | e I e e e
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** Role playing.

¢ Mutual evaluation.
FOUR Cs OF EFFECTIVE GD:
1. Cohesion.

2. Co-ordination.
3. creativity.
4

Consensus.

www.FirstRanker.com
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Advantages of GD:

1
2
3
4
5.
6
7/
3
9

Better quality of decissions.

Ensures better compliance of decisions.

Ideas can be shared, tired out and generated.

GD has many professional applications.

Increases knowledge, comprehension & understanding.
Capacity building with more resources.

Develops communication skills.

Develops personality.

Provides opportunity.

10. Fulfills various psychological needs.
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Disadvantages:

Time constraints.

Wastage of time.

Interaction does not guarantee learning.
Not good for dispensing information
Effectiveness of GD is a dependent factor.

Possibility of dominance of negative roles.

S

Not suitable for large groups.
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INTERVIEW

Interview plays an important role in the selec
recruitment. Interview can be defined as an oral toc
candidate’s traits for employment or admission to
institution of learning.

“ An interview is a conversation between two
people (interviewer & interviewee) where ques
asked by interviewer to obtain information -

interviewee”.
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Interview is an essential element of selection
selection process is complete without one or more
interviews where the information collected thr
application letter or application forms and tests cat
checked in an interview where a candidate demnr
his/her capabilities and strength in relevance

academic credentials.
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Selection in an interview serves three purposes:

e Obtaining information about the background,
training, work history and interests of the candidate
* Giving information to the candidates about the
specific job and human resource policies.
 Establishing friendly relationship between the emg
the candidate so as to motivate the successful ap

work for the organisation.
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Classification of interview:
1. STUCTURED INTERVIEW : Also known as standardised in
* The aim is to ensure that each interview is pres

exactly the same questions in the same order.
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2. UNSTRUTURED INTERVIEWS: Here the questiol
changed or adapted to meet the res
intelligence, understanding or belief.

* This method is more useful for devel
understanding of an “as-of-yet not fully unde
appreciated culture, experience or setting”.

3. SEQUENTIAL INTERVIEWS: Also known as ‘on
interview where there are different interviewer:
interviewer interviews every candidate separate

+An Annn hAaci Hara aarh intarnsiawar hac cnghific ‘
LU UlIC MAoI CIC CAUIl ITILCi VICVVCT 1T1dd opLCUu

c
Je 11
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4. STRESS INTERVIEW: It focuses on marketing com

of a candidate.
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OTHER TYPES

*Job

e Information

e Persuasive

o EXit

e Evaluation

e Counseling

e Conflict-resolution
e Disciplinary

e Termination
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Job Interviews : Here, the candidate wants to learn abo
position and the organization, the employer wants to lez
the applicant’s abilities and experience. Both hope to ma
impression and to establish rapport. In the initial round,
interviews are usually formal and structured.

Information interviews : The interviewer seeks facts the
a decision or contribute to basic understanding. Informa
mainly in one direction : one person asks a list of questio
must be covered and listens to the answers supplied by t
person, e.g. doctor patient, boss subordinate.
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Persuasive interviews : One person tells another about a new idez
or service and explains why the other should act on his or her
recommendations. Persuasive interviews are often associated with,
certainly not limited to selling. These persuasive interviews require
drawing out and listening to others as well as the ability to impact
information.

Exit interviews : The interviewers try to understand why the inten
leaving the organization or transferring to another department or d
The interviewer tends to ask all the question while the interviewee
provides answers. Encourage the employee to focus on events and
rather than on personal grips.

Evaluation Interviews : Supervisor periodically gives an employee
on his performance and discusses progress towards predetermined
standards or goals to evaluate the area that require improvement.
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Counseling interviews: A supervisor talks with an employe
about personal problems that are interfering with work
performance. The interviewer is concerned with welfare of
the employee and organization.

Conflict resolution interviews: Two competing people or g
of people with opposing point of view explore their probler
attitudes. The goal is to bring two parties closer together cz
adjustments, in perception and attitudes and create more
productive climate.

Disciplinary interviews : A supervisor tries to correct the b
of an employee who has ignored the rules and regulation o
organization. The interviewer tries to get the employee to ¢
reason for the rules and agree to comply. The interviewer 3
reviews the facts and explores the person’s attitude.
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Termination interviews: A supervisor inform
employee for the reason of termination of Ia
of job. The interviewer tries to avoid involvin
company in legal action and tries to maintain

positive relationship as possible with the
Interviewee.
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DO ITR YOURSELF

Adithya Business Solutions requires smart, your
graduates with good communication skills in En
for their customer support team. Aspiring candi
must be willing to work in night shifts. Previous
experience is optional.

a) Prepare a resume appropriate to this job
advertisement.
b) Write a suitable cover letter for this resume.



