Lecture 5
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 Hello and welcome to your fifth lecture.  In this lecture you will learn the following things:


In this lecture you will see some very simple methods of writing no matter what type of business letter you are writing.

You should write all your letters in a natural, friendly, and informal style.  Rigid and informal styles are out-dated now-a-days.  You should use plain conversational language instead.

Know your ABC in Writing

The first thing you have to ensure to write effectively is to remember your ABC.

In ABC, 
A stands for Accuracy
B stands for Brevity
C stands for Clarity
Now let us know some details about each components of the ABC.

Accuracy:  By accuracy is meant that you have to be factually correct in your communications.  So you should double-check to ensure that what you have written in your message is true.

You also have to make sure that what you have said is also specific.  It should not be vague.

Brevity:  You have to remember that business people are busy.  So when you write you should maintain conciseness and do not bother them with long wordy letters.  However, do not be abrupt and incomplete in your language.  But write to the point with short and simple sentences.

Also avoid jargon and old-fashioned words in your sentences.


Have a look at the examples on page


 of your book.


Look at the sentence, which reads “please be informed that this order will be dispatched to you on 12 July” 

Instead of writing it like this, write briefly in this way --- “your order will be dispatched on 12 July.”

See the sentence that reads, “I am in receipt of your letter of 8 January which we received today”

Instead of writing it like this, write briefly in this way --- “I have received your letter of 8 January.”

Clarity:  You should be very clear in your writing.  What you write should be unambiguous and easily understood.


Look at the list of words and phrases on page

 of your book.

Can you find more suitable words than these, which are easily understood and clearly defined?  For example, instead of commence you can write start, instead of utilize you can write use, instead of terminate you can write end etc.

Choose the appropriate tone of writing

Another very important thing you have to remember while you communicate in writing is the tone you use in your writing.

You know that the same thing you say could have a different meaning when different tones are used.  For example, if you say “sit down” in a soft voice it will be like a request but if you say “sit down” shouting then obviously it will be like an order.

Likewise, written communication also has tones.  You can use a variety of tones such as soft, harsh, rude, polite, interested, disinterested, willing, unwilling, bossy, arrogant, blunt, sarcastic, friendly, helpful, condescending etc.

Therefore, you have to choose the tone of your message.  You should not vent your emotions negatively in your written communication even if you are unhappy, frustrated, angry or unwilling.


Please a look at page 

  of  your book and study the sentences that are given.

Instead of the first sentence you could write “Were you very busy and unable to reply to my letter?”  because this gives some respite to the recipient instead of being blamed directly.

Instead of the second sentences you could write “We feel very sorry but this problem seems to be out of our hands.  We think it would be best if you try calling a plumber.” Because these sentences show more concern for the recipient and is not rude and abrupt.

Instead of the third sentence you could write “You are invited to an interview on Wednesday 28 August at 2:00 p.m.” because this sentence is not bossy but rather is friendly.

Instead of the fourth sentence you could write “We feel that the problem occurred because the wires were not connected properly.”  Because this sentence is not condescending but rather is explanatory.

In the fifth sentence you could write “Although your computer guarantee has expired we would be glad to repair it with the regular charges.” because this sentence is more well mannered.

Instead of the sixth sentence you could write “Since our instructions clearly states the procedures for dry cleaning we are very sorry to say that we are unable to replace your faded curtains.” because here the recipient is blamed but indirectly and without sarcasm.

Your guidelines for composing business letters
Now you will see some basic guidelines for composing letters.  


You should follow the guideline below for composing your business letters.  These will make your letters more effective.

Use short sentences:  Short sentences will keep your meaning clear and ensure easier understanding.

Choose simple words:  Simple words will convey your message more clearly.  The use of unaffected language will help you to achieve the right tone.

Avoid wordiness:  Choose word with care and be economical while remembering the need for courtesy,

Use an appropriate tone:  Chose a tone to suit the reader and the subject matter.  You can be firm or friendly, persuasive or conciliatory.  It all depends on the impression you wish to convey.  If you fail to adopt the appropriate tone your recipient will concentrate more on how the letter is worded rather than what is being said in the letter.

Be precise:  Your letter should be to the point.  It should neither too long nor too short.

Ensure accuracy:  You should double-check all facts and figures used in your letter.  These should be accurate.  You should also maintain grammatical accuracy.

Check consistency:  You have to ensure the consistency in your writing and also in presentation of your letter.

Use your initiative:  You should ensure that the recipient gets all information needed.  Make sure that the recipient does not have to request for further information, which could have been present in your letter but was omitted because of lack of you initiative.

So far in this lecture you have learnt about the rules of good writing.  Now we will turn to recruitment correspondence.

Listen to this 
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You should know that the recruitment process involves these following letters and documents:

· Job description

· Letter of application

· Curriculum vitae

· Letter to referee

· Letter of reference

· Testimonial from present company

Among the letters and documents involved in the recruitment process the job applicant writes the following.  Therefore, if you are a job applicant you will have to learn to prepare these.

· Letter of application

· Curriculum vitae

· Letter of acceptance

· Letter of resignation

Among the letters and documents involved in the recruitment process the third party known to the job applicant writes the following.  Therefore, if you are a third party known to the job applicant you may have to prepare these.

· Letter of reference

· Testimonial from present company

Among the letters and documents involved in the recruitment process the organization or individual offering the job writes the following.  Therefore, if you are a job provider you will have to learn to prepare these.

· Job description

· Letter to referee

· Letter of rejection to unsuitable applicants

· Invitation to interview

· Offer of employment

Now let us study each of the items of the recruitment correspondence.  Let us begin with job description.

Job description

Let us now suppose that you are going to recruit employees in your organization and you have given an advertisement.  In the advertisement you may also provide the job description.  Or you may choose to discuss about the details of job description at a later stage such as at the interview stage.



Please refer to page 

     of your book to have a look at how to prepare the job description.

As you can see in the illustration that the job description includes the following:
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The job title or name of the job
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The location where the job should be performed
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The name of the person to whom the jobholder should report
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The main purpose of the job in brief
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The main duties and responsibilities of the job
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What are the ABC of modern business communication?


In which tone should you write your business letters?


What are the guidelines for composing business letters?


Which letters and documents are involved in the recruitment correspondence?


Which letters and documents are written by the job applicant?


Which letters and documents are written by the recruiting organization?


What is job description and how is it prepared?
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The guidelines for composing business letters are using short sentences and appropriate tone, choosing simple words, avoiding wordiness, being precise, ensuring accuracy, maintaining consistency and taking initiative to include all necessary information in the business letter. 





Letter of rejection to unsuitable applicants


Invitation to interview


Offer of employment


Letter of acceptance


Letter of resignation





A job description is a written document in which is stated the name of the job, and the major duties and responsibilities involved in the job.
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