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X fople reqularely refork 25 -too emals a day - -
% b create an elfeckive. email; censider your audiene and use be elements of e-mal effeckively .
—& Consider Your  Audience (singlar or plufal)
\. arfunge Your email So audiende @n quickly glasp whak you wank - Put the mask imp. peints at e bop
2. persondlize the emall with a quick persomel comment . Add Your rame. bo the end even theh your
signakure. ame appeurs . | . A _
3. use apavprighe \evel of Formably , iF itis Pormal don't use "text siyle” e How ru ¢
—b Use the elembs & e-mail effeckively ,
Ntkention on how gou gt handle e-muil elomenks suchas subjedt line, address, attachments, and

. Parafiiphs st ep pou e 0B e |
- —p Write a Clear Subject Line  “Subject line is the mesk impartant ikem when by ing b connect .
' messages are. Fken displajed in a dickionary thak lisks the sender's pame. , date  sabject

| sbark with an informabion beariy word. . e 3\ Mi-meet me ab 2). father than( Hi)
2. keep the subject ine relakively shork . Be judicious in Yaur phrasing of the infe. bearing werd o phfase.

3. don'k charge the subject whenyou reply - XN : e
. 4-make the subject line. a short summary oF Jour message.
T =» Use To and cC Lines EFFicbvely : e e S S

To 8 only the names oF Persons who' are. asking Lo do something . 58 _
d CC 3 People who chowd Khow abaut the message of Feleng email for informataon Pupese ¥254"

. =2 Check_addresses - , o
; many email addresses are remarxably similar. It can be a major embarrassment i the. eontent is

; sensitive. or dassitied - - _
! = Consider Whether b send an Atbachement , . n
. . iPyousend an athachment , te sure thak the documnk cenkains such inko- as Btleand the person
who send it sinte it is easily become seferuked From the orginl. email)- |

-iP ik is lorg; consider Posting ik on webSite. of comany. wiki and sending it's URL bothat space .

. faste. it in the email enkant , it'll ke long so in the intduckion establish a context For the conkent -
- . be sure bgue iba mawing Rl Fle rame -
b Keep Messale Short and b b foink _ o
| .To - Do Message. require. seme. ackion From the recipienk, len they sty in in-box as a reminder

K. To- Read meSSoge

X E-mailing reforts - N
oflen e gnaL D an email i to send refort ko the avdiena. - (the et is altached) . But how
should ou handle To/Fom / Subieck and other ruking makenial conkained. in the. email 7

Tarp bhe email k> a cover letter In several senkance name the report (and indude its Rlepame)
- lk.S @ﬂ{ﬁﬂ,é( ‘md‘, Ulhj &L@dﬁ[;S):afﬂ re:(’e"u_mﬁ l,izf:—:;*_* e e
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= Esjca}:hs;\ H»e Coﬂlf/d: ,
« Inthe beduy, refeak queskions or ey phrases . Briefly explain why You are writing, then 9o on.
with Jour Message . e

- Avoid the kemplabion Lo use one line speethes. Dot just write one word bat explain Hno,fzflc
= Remember o Use Patugruphs
. Email's Pormak. bas 4 kind hypnokic. quality thak encournde peeple bo write as sfkaxmg
- Chun inb mctnajabl@ fary raphs-Use keywolds ko establish the onkext & sont- or fmﬁr@}\-
S)Qﬂdl the end , Al 02l
- Unlike a hard wpy , email exist in scwlling saeen foem ; 0o obvious iz ko it eml- i
- signal the end by bypng Your rame., with or w;thouta closing - ou mﬂuse;tho. worc!s éheeﬂo{
_or_aline £ astericks. " o BT AY '

=5 Avoild mind dumps waf o) ashl e B B

- Do ot ramble - Plan Q:r‘a momenb loe,Core Yot s&ar& &o write.. TRNTRY N

« IF You have online Fear , ype your message on a Famifiar worz{ pmcasmg p(bgram/
==B’Do!\£ Tope Ml in Caps c\ A ooy Jioh &
it s harder tograsp and gives an/mP/ESSJon ﬁmJ: jau re shou]ﬂﬂj IR Fo5 (R il

- Geb Pmission to Rblsh

email s bhe inkellecbual frpety. oﬁ /Ls cneafzo
= be Be Prudent : =
 Be @l abouk senclmg 561)6)(:1\/6 or PerSoML m(%rmabm/ A’ny oNe @n see whak jousemé-

-,—_-b Use email as Cover Letber bor Atbachement s e

when You send- o document as an aktachemenk {:o an emcu( bﬂcﬁy heﬂuel)@f:i\c Jocummﬁ

X Ethucs and emall .

v Tl it onebhial in real lt[-};, ik's uneEhICaL inematl"
me ethil way b indicale wording delebions &4 is ko use elb,%/s( Jor <5m,v>
. Conkidonkial information cannot be quarcnkeed. bo remain confdenkial. -




N
Tobh_applicabion mabepalscos lechnialyobing |
D AD:LUZ@ the sutum('f()f\
l« understand Your geals ,
the goal it Lo geL inlereviews and provide EancS for discussion al: thak mfﬁr\new
2-understand your audienca.
~a-The readers bime. b skill expeckabion  c. Fn:[‘fesslbml expeckabion .
3. assess Your Reld
a- whak are He basic cl(bmbes b-sils neded bo Q:rParm
c- basic werking enditions , salary 2nges , long-nge sutlook bor un(ﬁ:ﬁS&’cJ atgal
o ycu Can balk ko (L( S !\dL, Vit l“(_Uf[_(“LJ’L U hutulj (or H 1 Vol J:,(_OL..\
4. assess gour strength
review all werk exferience ,your tllege courfes | extracurricnlar ackivities - - -
5. assess bre need of em Ployers
read amnular refort C‘Jlbl Company b chures -
[__j Plannine q the resume 12 fages , summafize Your skills experience, c;ual;ﬁca,l:zons
l-inko. b include in tre. resume.
Rersonal infs. |, enduabional inls. , work histery -, achleuefnf,ll&%
2. cheono\dgical resume ; to Know where ko Find- inko. by empldjers .
<o v Ly Personal daka - b;p nane , address, kelephone.
\2*(“‘\ ‘V\'&‘\J ootz ¢ place b enbact ter cedonbials , wnihngn&é ko re(dafa
e (\(‘3\ PjL)CaJEQr oHGCEW*& UP& o PoSnbon well wrilttben dqj(’djv‘@
\s\,\" Ly Summany (opbicnal) & there 15 Mo (om Pub ik inks Yeur accompanying \et(ﬁr
\'ﬁf"‘*} Ly Educakion Vist Yur college er university, years , major, minor, 6PA, relevank urses
Xd:d“ [_;wort expenena. accerding ke bime on imporbance. . W Tile 2. Deseriplion 3- Compuy name.
\LWQPL}, Otder o epkries on the pge - . i : . Y. date
the bep of any sedbion is the mest visible Posl(:‘lor\ Puf: the st imp-info- ol Gp.
3. The Yunckional resume. 2 allow_candidakes whose work experient is nok relevant ko Jsb
X s |+ Rrsanal dabn 2 Objective 3. Summary 4- education
\\vL;tf‘ 5. wcn(£ sr&\l\ SCC(Jon'S in werk Seckion give Just Job l:fHelfomPaﬂ(j ((Jalfv Pcf' cach Psibie,
e Ny Yy Pamng)\ srllsin cabegories (relewant opic handing , how You okbaln ik levd

@U\mbr\q the. rewne. o Hexprbise.
clraVHl\g incdudex ]eﬂﬁfbl’lﬁ? t‘eU:off\fj andl ﬂmshmg JL It must be ¢ casy ke read .
uschighlight startegies .

o Guiclelines 3 bold anncuncement. madur fcbms bold QJaL pain dau:s:or\ ab the Far
leVt nw‘ﬂmﬂ_, bullet lists , single sface enbnesf double above and befow
(white sPace) , contrl mar$ine and bpe size 1" left pargine, -2 Poink)
breat items cans:siﬂkﬁj 3acA «{uaUly printed, ase resume solbware paq ram
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14] P'dnniﬂg alekber oF applicaldion , the Goal o Lebter is ko be invited ko ap m&en/im
. Analyze the emfajer’s needs .
ancdyze. ad ladvertisement) or Yypical needs, vead it Por Key beims . ZF you dont
have an ad. andlljze. b pical reeds (ur this bype of job .
2. Makch your cababililies b the enplojer’s needs . | |
- Show fou Sﬂbsry Heir neads. Develop a lisk ;‘bcms,dz'scuﬁf%@ mest imp.
E—‘ wﬁlﬂﬂg a letter .,F dPPIiQt&C’n. , R .
L Apply in the intretsckion  (introducton apPliation) e o
Yy must ke short and o the poink inform sféag'g pesition , Lell Y sowrce L porgen. s

xm\&\p_
s Wil a briel preview Mk summarizes Yorer c[witﬂm[:im,.

;ﬁ‘()}! 0?6(_2‘ Convine in the body  Your geal is b show canvincingly meeting Neecls .
;\\@\@u' w)\5 Yol we Cimbﬁ'ej (sechion b 3pragrephs) | list dolails Hal wllusbiate Yeur
experience . You an wnte fhragraphs & skills, background, eduwabion. .
3- Request an interview ) | o
ask Ner intepview, explain hows Yu @n ke réached, when avail able Yo are.,
thank Your rexcler Ber isther Line.. B
4. Select a form , R
white pafer, black inl<, Sign with Blatk o blue pink Felded huice ,P{b&rﬁw}
o bhe lebber carelully. . R
l_{:_\ I(“sﬁf\_tiﬁlu , , I
. Frepare well investigale the company and analyze how gou can contrilule.
9. Use sccial tack , . [ ——
behave prolossioratly . in appropnate maner firsk empessicn is extrercly imp. -
Vind cul ()7» use inleruiewers' Names  shake hzﬂ‘m‘s Fiemly l)a’lj }af,\j'- g s
3. Fedorm well
answer queskiens directly apd clearly .
be L)curscﬁlg- be henest, nclude tacks i yeur exferiente. ; ---
Y. Ask questions , ,
You hae the nght Yo answer questions iF no one has explaned te followid
L-mrﬂmj melhed  resfensibilities, sufpert Bpes dilable, promotion [“)’dSSlbf(l{;S
and pobability, poiiciesghout relocabing, salusy and tonge. beaelit -
5. The offer Jalz ' s
Position § salary with stafting A at end of inkerview or Tew days ,usudlly
acceft e offer verbally and sign a contrack within Few days .
B writing Tellow up lebers (one pore skef bo iskimuish Yoursell )
Thank the inkerviewer and express Yeur tonbirued interest in the job .
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