Lecture 6
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  Hello and welcome to your sixth lecture.  In this lecture you will learn the following things:


Throughout this lecture we will cover various types of employment correspondence either form the point of view of the job applicant or from the view point of the recruiting organization.

Usually upon seeing the job advertisement the job applicant applies for the job.

Now suppose that you are a job applicant and you wish to apply for a job.  You will now have to prepare a job application, a curriculum vitae and also arrange for references and testimonials from former employers or some other third party.

The letter of job application

So let us start with the job application.  


Your job application could be typed or handwritten.  But if the job advertisement states that you have to type or handwrite your letter, you have to do so accordingly.

If you handwrite or type your application do so on good quality paper.  Keep the application neat and clean.  Keep the application concise and do not make it too lengthy and cumbersome.  You should keep the job application within one page.  

You may simply state the following in the job application:

· Background information about where you heard of the job opening.

· Statement that you are applying for the job.

· Why you are applying for the job

· Why you think you are the right person for the job (give your major qualifications)

· A request to be considered for the job or a willingness to perform well for the job if selected or any other remark that shows you are interested in the job

Please look at the sample of a written application letter for a job, which is given on 

page 


of your book.


You can see in the illustration that it is a letter is written by Adrienne Langston to Mrs. Louise Dunscombe, Human Relations Manager of Aurora Holdings.

Look at the body of the letter.  You can see that the opening paragraph tells that Miss Langston expresses that she wants to apply for the post as advertised in Nottingham Post.  She also mentions the date of the advertisement.

The second paragraph is the details paragraph.  Here Miss Langston tells that she has current work experience.  She is ready and keen to start her career at Aurora Holdings.

In the third paragraph she wishes to give details of her qualifications and other particulars and in response to this she says that she is enclosing her curriculum vitae.

In the final paragraph Miss Langston says that she is ready to attend an interview and she is looking forward to hear from Mrs. Louise Dunscombe.  This clearly indicates her desire and interest in working for Aurora Holdings.

Some organizations have their printed applications forms and job applicants are requested to fill in those application forms.  The printed application forms maintains a standardized application procedure 

Printed application forms

Printed application forms help the organization to be assured of getting the same information from all the applicants in a sequence.


Please look at a sample of a printed application form, which is given on 

page  

of your book.

Now see if you can determine the advantages of using printed application forms.  Read the following points to see if your ideas match them:
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You can see in this sample printed application form that each applicant will fill in the same blanks or tick the same boxes.  As a result, the organization will have all questions it needs answered from the applicant in an orderly manner.
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The printed application form also makes it very easy for the organization to scrutinize and gather important points for each applicant.  The selection process becomes much easier because the organization does not have to read thoroughly through the different styles and formats of writing of different applicants.
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A jungle of unnecessary information is automatically removed when the organization uses printed application forms.
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In this process, the applicant is also relieved from the having missed any important point, which could happen if writing on plain paper.

Curriculum vitae or resume

Now let us turn to the curriculum vitae.


Curriculum vitae is a Latin word which literally means “the course of one’s life.”  In the curriculum vitae (CV) you should make sure you organize all the necessary information in a logical order, and under logical headings.  The curriculum vitae may also be called a resume.


Please refer to page 

of your book to see a sample structure of a curriculum vitae.

To write good curriculum vitae or resume you should put at least the following relevant information in your curriculum vitae or resume:

· Your name

· Address both permanent and current

· Telephone, email, fax, if any

· Nationality

· Date of birth

· Marital status

· Educational qualifications including dates attended, school/college attended, subject/course studied and the results obtained.

· Other qualifications including any diploma completed, any training obtained etc. that are not directly part of the educational qualifications

· Working experience including dates worked, the employer, the position held and the major duties performed

· Additional information including other relevant information such as hobbies or sports you enjoy, special achievements in education, sports and other arena, social works, results awaited etc.

· References including at least two referees with whom you are well acquainted or you former employers

· Lastly your curriculum vitae or resume should be dated and signed by you when sending it to somewhere

The invitation for interview

Once someone has applied for a job the job applicant may be called up for interview.  Usually only short-listed applicants are called up for interview.

You have already learnt about the techniques of a good interview both from the viewpoint of the interviewer and the interviewee in oral communication in lecture 2.


You can see on page 

     of your book to have a look at the nature of questions asked in a job interview session.


Suppose that you are to call up some job candidates for interview for a job in your organization. You have to now draw up an invitation for an interview.


Please refer to page 


of your book to see an illustration of an invitation to an interview.


Look at the body of the letter.  You can see that the invitation to interview is a very short type of letter.

In the illustration, Mrs. Louise Dunscombe, Human Relations Manager of Aurora Holdings is inviting Miss Adrienne Langston to attend an interview.

In the opening paragraph you can see that Mrs. Louise Dunscombe acknowledges the receipt of Miss Langston’s job application letter.

Then without any other detail Mrs. Dunscombe goes on straight to invite the job applicant.  The time date and venue of the interview should be mentioned in this paragraph.

In the last paragraph a little helpful detail could be added such as Mrs. Dunscombe asks Miss Langston to inform her if attending the interview at the given time and place is a problem.

Some organizations add a paragraph to indicate that no transport allowance will be provided to the applicant.  But such remark should best be avoided because these are negative remarks.  And in most cases, the applicant does not expect transport allowance.  It is the job applicant’s decision to accept the invitation of interview as it is and arrive for the interview at his/her own cost.

On the contrary, for very qualified or experienced candidates who are usually also very busy, the organization may decide to give the transportation or other allowance for sparing the time for interview.  And if this is allowed, it may be mentioned in the interview letter because it is something positive for the reader.

An organization usually takes references from the referees the job applicant mentions in his resume or CV.

Usually if you are just starting work your referees could be your teachers or those who have known you for several years, but not your relatives.

If you are already in some job then your referees could be your current or former employers.

A letter of request for reference

Sometimes you may be asked by the job offering organization to bring along reference letters from referees.  Other times you may be just asked to state the names and addresses of the referees.  In either case the organization may telephone or ask for written references from the referees you mention.

Now suppose that you are writing to a referee asking him/her to give a reference to a job applicant.  In this case, you are making a request for reference.



Please take a look at page

         of your book to see how a request for reference letter looks like.


You can see in this illustration that Mrs. Louise Dunscombe is writing to Miss Pamela Rashidah to give a reference for Miss Adrienne Langston.

Look at the body of the letter.  In the opening paragraph you can see that Mrs. Louise Dunscombe gives background information that Miss Langston has applied for a post in Aurora Holdings and that she has given Miss Pamela Rashidah’s name as referee.

In the second paragraph you can see that Mrs. Dunscombe makes the request to provide the reference regarding Miss Langston’s competence, reliability and general character.

In the third paragraph Mrs. Dunscombe also gives some information on what qualities the post would require and what duties are involved in the job.  This is done so that the referee could assess whether the required qualities are present in the job applicant.

Lastly, Mrs. Dunscombe ends the letter requesting a reference for Miss Langston by assuring the referee that all information provided by her will be treated very confidentially.
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What is an application letter and how is it prepared?


What is curriculum vitae and how is it prepared?


How is the invitation for interview made?


How is the letter to the referee written?








The job application is a kind of request letter for a job in an organization.
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90 – 91





The curriculum vitae gives the personal details of the writer, his/her educational and other qualifications, his/her work experience and other information so that the important details of the writer could be found at a glance.
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23 – 24 





The interview for a job is a face-to-face discussion between the job applicant and the recruiting organization or its agent.
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The letter of request for reference is an application to a referee by the recruiting organization to provide reference for a particular job applicant.
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