posttion, vacancy, wnd Interolew,

Avold overuse of | and writer-focused statements,
Bocause the messnge 18 dosignod to sell you

sorvices, some use of 715 natural and oxpectod;

but restriet the number of times I is used, ospe

. Focus on

ol

cladly as the fiest word in a parage

providing specific evidence that you can meet the

v's neods, ‘1

e employer is not interestod

g about your need to earn more i

01,
to be closer to your work, to have more pleasant
surroundings, or to gain greater advancement
opportunities,

Avold unconvincing generalizations that could sound
boastful, Soll“confidence is commendable, but
overconfidence (or worse still, just plain bragging)

(s objectionable, Overly strong adjectives, self:
fudgmental terms, and unsupported generalizationy
damage your credibility. Instead of labeling your

por

mee as “superior” or “excellent,” or

describing yourself as “an efficient, technically

shillod team player,” give supporting facts that show
the Interviewer you can deliver on what you're
solling,

ol the particular company, job requirements, and
Hold

Provide requested Information, Job lstings ofton
taln Information; “Must provide own
tranaportation and be willing to travel, Give

osl co

sducational background, work experience, and
silary expected.” Discuss these points in your
application message. Preferably, the question of
silury Iy left until the interview, allowing you to
[oeus your message on your contributions to the
company--not what you

want from t

¢ eompany
Huoney), Disen

sy bt meaningful until
alter o mutually successful
Interview; however, if an

wl requests a statement
uhout it, the message
should address it. You may
phve womindmum figure or

funge, | ate willing-

Hews Lo necept a figure that
In oustomary for work of
that type, or indicate

—-

sy at the interview,

Communicate knowledge of

the company, job require-

ments, and language of the

feld, Your statements about a company’s rapid
expunsion or competitive advantage show you really
are interested in the company, read widely, do

you are required to do, and gather infor-

lon before making decisions. However, phrase
these statements carefully to avoid the perception
ol Insineere flattery, For example, referring to the
the best in

could appear ay

eimployer as “the leader in the field,” “
the business,” or “a great company”
an attempt to get a favorable decision as a reward
[or making a complimentary statement, To refloct
your understanding of the job requirements, use
informative und taotful

he roquirements of

roct stutoments that a

Diroct statements such oy
thin Joh are " prosents fnformation the employes

prosumes you alrondy know; “An aaditor should he
", T —— . . A sl = R ——. | e FERESEN, IV pma—" | M

sion of To compete with the
high volumes of junk
mail, daily messages,
and fear of computer
viruses, you must
provide a motive for an  ,uld do the same to th
interviewer to open an employer.
unexpected message
Herence for discussing from an unknown

minology commaonly used by the professton
[y 1 termy the e

vou Lo« 1t e

understands; (t also saves spree fmplioy

baekground in the feld,

Focus on strengths and portray a positive attit
Concentrate on the positive aspects :_.,,.:_:
cation or experience that have prepared yo
the particular job. Apologizing for a shorte
ing or admitting failure only weakens your

d raises questions about your self-esteen

Do not discuss your cu
employer’s shortcoming
Regardless of how nega
you perceive your prese

.._:_v_:.S;._ that percepl
little to do with your pre
tive employer’s needs. A
you speak negatively of
present employer, you ¢

be perceived as someon

13-5¢ Finishing Tou

The importance of prof
formatting and careful

person. :

L —
sages is generally unde
Still, employers frec
voice concern with the sloppiness and unprofi
appearance and content of electronic subm
To survive the skeptical eye of an interview
ning for ways to reject an applicant, allow
time to produce a professional-looking dos
regardless of the presentation or delivery
you've chosen.
[n regard to preparing an application mes
all submission, career experts recommend

tng It as a business letter with the complete ad

the company exactly as presented in a letter ser

undd n formal closing such as “Sincerely.” To he

plo rench you, inelude a full signature block w

i
Thes roclplont can enstly contaet you without ¢

g and emall addresses, and phone nun

your attnehments, Although

yootmtngly unn



