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660 R Writing In Business

space, which helps readers to pay attention and absorb the
key points.

CAUTION

E-mail messages that you send from or receive at your workplace are
not necessarily private or secure. For this reason, avoid using your
work e-mail for personal communications, whether you are forwarding
someone else’s private message to you or sending jokes, chain letters,
or petitions for good causes. Employers have been vindicated in

cases in which they were charged with privacy violations for reading
employees’ e-mail. Most companies and organizations have an e-mail
policy specifying employees’ responsibilities and appropriate employer
responses to violations of the policy. Be sure you know what the policy
of your employer is.

A résumé s essentially an argument (chapter 34) designed to
emphasize a person’s job qualifications by highlighting his or
her experience and abilities. If you create and save your résumé
as a word-processing file, you can easily tailor it to various
positions during your job search.

You will need your résumé to be easy to read, with clear
headings, adequate white space, and traditional formatting.
It should establish a strong link between you and the orga-
nization to which you are applying and should include your
contact information, your work or educational experience
(whichever is more suitable), your honors, your extracurricular
interests, and any other relevant information.
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Your résumé can be organized in either of two ways.
A chronological résumé lists positions and activities in reverse
chronological order; that is, your most recent experience comes
first. This format works well if you have a steady job history
and want to emphasize your most recent experience because
it is closely related to the position for which you are applying.
An alternative way to organize a résumé is to list experience in
terms of job skills rather than jobs held. This format, called
a functional résumé, is especially useful when you have the
required skills, but your work history in the particular field is
modest or you are just starting your career.

Regardless of the format you choose, remember that your
résumé is, in effect, going to someone’s office for a job inter-
view. Make sure that it is dressed for success. Effective résu-
més are brief, so try to design your résumé to fit on a single
page. Use good-quality paper (preferably white or off-white)
and a laser printer. Choose a standard format and a traditional
typeface, applying them consistently throughout. Use boldface
or italic type only for headings. Resist the impulse to make
the design unnecessarily complicated: when in doubt, opt for
simplicity.

Hung-Wei Chun’s résumé (figure 42.3) incorporates fea-
tures of both the chronological and the functional formats.
He starts by listing his objective, which he wrote in response
to a specific job advertisement. He then mentions his educa-
tion (pointing out relevant coursework) and experience, both
professional and internship. He even includes an award he
received for volunteer work. Hung-Wei also includes other
evidence to show that he is a well-qualified job candidate:
lists of languages spoken and professional memberships.
The final list of activities tells an employer something about
Hung-Wei’s personality (that is, he is both reflective and
energetic).
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= Hung-Wel Chun includes
se5 larger 2183 E. Wilshire Avenue, Apt, B, Fullerton, CA 92931 professional

nd botd ~—- 714.872.3229 sourding
iho to chunhw@gmail.com — - - +— address
ENNance
appaarance OBRCTIVE Seeking a position in & whare my and — Responds tc
language skills can halp an organkzalicn promote and position apecific job
ils products to its targel market advertiserment
EDUCATION California State Univeraity, Fullerton
Bachaelor of Arts—Busi. Admini May 2014

Majar: Marketing and Public Relations
Major GPA: 34  Overall GPA 3.25

Study Abroad: Parls, France fall 2011

Principles of Mark Introduction to M

Highlights [ L Lzl 3 Htrocuus

skills named \r —— COURSE WORK G Conversation

advertisemant | Introduction fo Public Relations Organizational Behavior
. -— Sacial Relations In the Workplace

PROFESERIONAL lalands Restaurant, Brea, CA April 201 |-preaant
EXPERIENCE Head Food Server (nigbls and weekends)

— = Deliver friendly and protessional _
« Train and superviee other food sarvers
|

|

|

ol

+ Handle large amounts of cash and perform acoounting dutiea

Don Conkey & Partner, CPAs, Newport Beach, CA Fall 2010
General Office Asslatani (pari time)
« Advised partna:s on how to develop a limlted social media
Improves . P .
Expediled mail, perlormed general office dulies

readabillty 1 B 4 A
with bulleted Filed and daia Into computer

lizts INTERNSHIP Beverly Hillon Hotel, Beverly Hills, CA Spring 2011
EXPERIENCE Intern

+ Cond d online h {or ial social media
promotion campaigna

» Honed customer-ssrvice akills by inferacting with guests and
buainasa parinera

« Polished wrlting sirilla by drafting restaurant reviews and

S alher press kil iteme

HONORS AND  Was named “Volunieer of the Month” at the Susan G. Komen,
AWARDS Newpert Beach, CA, charity for raialng hunde and crganizing a

Describes
~ oxpenence
specifically

local 8K Race far tha Cure
LANGUAGES Spanish (understand and read)

Franch (naar-native lluancy)
PROFESSIONAL American Markating A iation (Member)
MEMBERSHIPSE  Public Relat Association of Amarica (Tr )

Figure 42.3. Sample résumé.

m 'uﬁ’“dfapp]h‘“m _

Writing a letter of application, or cover letter, is an essential
step in applying for a job. Because this letter usually accompa-
nies a résumé (42d), it is crucial that it guide the reader to the
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Uses porsoraly ———————Tonya L. Powelt

1770 bawtere Haca, Uolder CCENE0A

13) 4921244, tpoweildyalos, com

May 23, 2015
Ma. Courtney L. Donahue b Addresses
Director, Human Resources proper
Del Rio Enterprises parsan by
4839 Mountain Yiew Avenue rame
Denver, CO B2511 and tite
Dear Ms, Donahue:

idontifios job and Your adwvarti for an asai product ger, appearing May 22 in the

axaci page whec employment section of your wab site, i jiatel :nughl my aft

ad appeared b my educaticn and closely llel your needs.

Accerding 1o your adverlisement, the job includes "assisling in the coordination of
a wide range of muka!mg programs ae well as annlvung sules reuu.lm and tracking
marketing budgets.” A recent intemship at Vent, duced me te
similar tasks, Assisting the markeling mmaom cmbiad me o analyze the promo-
tlon, budgat, and ovaerall sales success of two products Ventana was evaluating, My
fen-page rapor examined the nature of the current market, the products’ ife cycles,
and their sales/prolit return. [n nddmon 10 this mnuch l halped formulate a prod-
uct handising plan and at a local rade show.

course work in markeling and management, as well as proliciency in
dsh and datakb has glven me the In.nd ol mukelinq and

compulex training that Del ﬂlo bably d dsinap g
my recent ratail sales and par i have
helped me develop the kind of cust service und. ints 1 akilla Y

{or an effactive praduct manager.

Alter you have ined the enclosed rdsumé for details of my qualllications, | +
would be happy to answer quastiona. Pleass call me at (303) 492-1244 o amange
—————————— an interview al your convenience so that we may discuss how my marketing
and repeals main peti compuler training, and | P 1 skills could ik to Del Rio
Enterprises

Sinceraly

,/E__vp 2 el
Tonya L. Powell

Enclosure

Figure 42.4. Model letter of application. (© 2013 Cengage Learning)

In the paragraphs that follow, describe the specific ways your
education, experience, and abilities qualify you for the posi-
tion. Remember, your reader wants to find out quickly what
exactly you can contribute to his or her organization. Gener-
ally, two body paragraphs follow the introductory paragraph:

one describing relevant education, the other relevant work
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TIPS FOR WRITING LETTERS OF APPLICATION

m Address your letter to a specific person. If you are responding
to an ad that mentions a department without giving a name,
call the company and find out who will be doing the screening.
If you cannot obtain a specific name, use an appropriate title
such as Human Resources Director.

m Be brief. You can assume that the recipient will be screening
many applications, so keep your letter to one easy-to-read page.

m Mention that you are enclosing a résumé or refer to it, but do
not summarize it. Your goal is to attract the attention of a
busy person (who will not want to read the same information
in both your letter and your résumé).

m Indicate why you are interested in working for the company or
organization to which you are applying. Demonstrating that you
already know something about the company and the position,
and that you can contribute to it, indicates your seriousness
and motivation. If you want more information about the company,
locate an annual report and other information by searching the web.

m In your closing, be sure to specify how and where you can bhe
reached and emphasize your availability for an interview.

experience. In your closing paragraph, offer any additional
useful information and make a direct request for an interview.

Letters of application follow the general format of all busi-
ness letters (42b).

m | Oral presentations with PowerPoint '

Oral reports accompanied by PowerPoint presentations are
commonplace in business. Such reports can be either inter-
nal (for supervisors and colleagues) or external (for clients or
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