+ Tailor the message to the employer’s need. To
impress the interviewer that your message is not
a generic one sent to everyone, provide requested
information, and communicate an understanding
of the particular company, job requirements, and

field.

« Provide requested information. Job listings often
request certain information: “Must provide own
transportation and be willing to travel. Give
educational background, work experience, and
salary expected.” Discuss these points in your
application message. Preferably, the question of
salary is left until the interview, allowing you to
focus your message on your contributions to the
company—not what you
want from the company
(money). Discussion of
salary isn’t meaningful until
after a mutually successful
interview; however, if an
ad requests a statement
about it, the message
should address it. You may
give a minimum figure or
range, indicate willing-
ness to accept a figure that
is customary for work of
that type, or indicate a
preference for discussing
salary at the interview.

+ Communicate knowledge of
the company, job require-
ments, and language of the
field. Your statements about a company’s rapid
expansion or competitive advantage show you really
are interested in the company, read widely, do
more than you are required to do, and gather infor-
mation before making decisions. However, phrase
these statements carefully to avoid the perception
of insincere flattery. For example, referring to the
employer as “the leader in the field,” “the best in
the business,” or “a great company” could appear as
an attempt to get a favorable decision as a reward
for making a complimentary statement. To reflect
your understanding of the job requirements, use
indirect statements that are informative and tactful.
Direct statements such as “The requirements of
this job are ... .” presents information the employer
presumes you already know; “An auditor should be
able to . . .”'and “Sales personnel should avoid . . .”
sound like adecture and could be perceived as

To compete with the
high volumes of junk
mail, daily messages,
and fear of computer
viruses, you must
provide a motive for an
interviewer to open an
unexpected message
from an unknown
person.

condescending. Discussing experiences related to
a specific job requirement or your preference for
work that requires this skill reveals your under-
standing without a direct statement. Including ter-
minology commonly used by the profession allows
you to communicate clearly in terms the reader
understands; it also saves space and implies your
background in the field.

s Focus on strengths and portray a positive attitude.
Concentrate on the positive aspects of your edu-
cation or experience that have prepared you for
the particular job. Apologizing for a shortcom-
ing or admitting failure only weakens your case
and raises questions about your self-esteem.

Do not discuss your current

employer’s shortcomings.

Regardless of how negatively

you perceive your present

employer, that perception has
little to do with your prospec-
tive employer’s needs. Also, if
you speak negatively of your
present employer, you could
be perceived as someone who
would do the same to the next
employer.

13-5¢ Finishing Touches

The importance of professional
formatting and careful proof-
reading of job application mes-
sages is generally understood.
Still, employers frequently
voice concern with the sloppiness and unprofessional
appearance and content of electronic submissions.
To survive the skeptical eye of an interviewer scan-
ning for ways to reject an applicant, allow yourself
time to produce a professional-looking document
regardless of the presentation or delivery option
you’ve chosen.

In regard to preparing an application message for
email submission, career experts recommend format-
ting it as a business letter with the complete address of
the company exactly as presented in a letter sent by mail
and a formal closing such as “Sincerely.” To help peo-
ple reach you, include a full signature block with your
mailing and email addresses, and phone number(s).
The recipient can easily contact you without opening
your attachments. Although seemingly unnecessary,
the email address is useful when a recipient forwards
your email to someone else who might want to reply to
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