	PROJECT: Professional Employment Communications

	INTRODUCTION: 

	The importance of effective letter writing in professional settings cannot be stressed enough. As our culture continues to depend more on written communication, an understanding of good professional employment correspondence is crucial. Not only do others read your written communications but they frequently “read into them” as well. Your command of the English language, your correct use of grammar and vocabulary and your attention to detail (or lack of) all tell a reader something about who you are and how seriously you take yourself and your work. It is essential that you know how to write professionally. This is good advice in any language.
In professional communications, the cover letter is one of the most important letters you will write. In job seeking, along with your resume, your cover letter is often the only piece of information and organization has with which to get to know you. A cover letter explains who you are, what you are looking for in a job and identifies skills you have to offer. A cover letter is essential to create interest in you as a potential hire. 

You will also find the cover letter used outside of the job search. A cover letter serves to flush out details and to project confidence and professionalism in many professional settings and may serve as an introduction to a graduate school application, a loan application, a contract proposal, or a cover for any type of documents sent.

In this project, you will review the basic format of the professional letter, develop a working cover letter and write two other professional letters for future adaptation and use. This project enables you to begin, or add to, your career correspondence collection. This also makes a great addition to your portfolio.

NOTE: With the advantages of your completed education, there is every reason why your professional communication project should be excellent. As a potential hire, you will be evaluated on the competency of your correspondence with recruiters, networking contacts, and companies interested in you. Make sure your professional communications represent you at your most professional.


	Instructions:

	Read Chapter 13 in the textbook. Chapters listed with the project refer to the pages in Career Planning Strategies: Hire Me! (5th Edition), then, do all three parts of this project. Your project MUST include one cover letter, one thank you letter and one letter addressing an offer.

Plan to write each letter using a typical professional format. See Chapter 13 in the textbook for formatting suggestions. Feel free to use the sample letters in the textbook as a guide but you must do original work.

The Cover Letter
A cover letter highlights your strong suits and allows you to mention additional information that may not be clear. When used in combination with your resume, a cover letter allows you to tie your qualifications and abilities directly to the requirements of the job. Cover letters are used beyond the job search as well. For this project, you may prepare a cover letter to go over other documents such as graduate school applications, contract proposals and loan applications.

1. Review the formats and examples from Chapter 13 in the textbook and experiment with different styles for your cover letter. Be sure to use the typical business letter style (Figure 20.3), even if you plan to send this letter via email. Think about which style might be most appropriate for you. Make a list of your best action verbs, accomplishments, statements, and personal qualities to help you as you write.

2. Address the cover letter to a person that is realistic for your situation.

3. Write an introductory paragraph to your letter that attracts the attention of the reader and explains how you can be a benefit to them.  This introduction must catch the reader’s attention.  If interest is lost here, the rest of your letter and accompanying materials may not be read.

4. Write at least two but no more than four paragraphs for the body of your letter. For the job seeker, these should stress your accomplishments without merely rehashing the content of your resume. Highlight your more personal qualities that make you an attractive candidate. Concentrate on highlighting specific strengths that make you a unique match with the company. If you are writing a cover letter for a different purpose, you will want to tailor this section to your situation.

5. Write a closing paragraph for your letter. Be sure that it is positive and concise. Request specific, not vague, actions by the reader.

6. Check your letter for spelling and grammatical errors.

7. Keep your letter to only one page. 

The Thank You Letter
Review Chapter 20 on the Thank You Letter.

Select whom you would like to thank. This may be a person with whom you have had a job interview, an informational interview or even casual contact at a job fair. Or, you may select a person from a social occasion who proved an excellent networking contact, a professor who wrote you a letter of reference, a real-estate agent or loan officer who have proven particularly helpful to you. 

1. Use the typical business letter style (Figure 20.3), even if this is an email.

2. Give the details of when you interviewed or spoke and thank the individual sincerely for their time and anything additional they offered (information, advice, resume suggestions, etc.).

3. Comment on an additional item of information that you think will advance your cause with your contact.

4. Use a brief example to support your point or ask another question based on a topic covered in your previous conversation or interview.

5. Match the tone of your previous contact. If you had a very formal interview your letter should mirror that formal tone. If you had a more casual contact or interview, the tone of your letter will be still professional but slightly less formal.

6. Check your letter for spelling and grammatical errors.

The Acceptance/Stall/Refusal Letter
Think of a situation for which you will need an acceptance (or a stall or a refusal) letter. You may select a job offer, graduate school or a loan application for example. You may want to review the section on Communicating with Potential Employers in chapter 20 in the book. Make sure you understand what an offer involves legally and what your options are in response.

1. Select a person to write to.

2. Use the typical business format.

3. Let your contact know that you are pleased with the offer.

4. Clearly state your decision.

5. Restate the terms and conditions of the agreement.

6. Let them know what follow-up action you are taking.

7. Check your letter for spelling and grammatical errors.

NOTE: Proof-read all of your letters carefully, take them to a writing center, your career center, or have a friend read them for errors and content if necessary. It is imperative that your correspondence be professional and error-free.


	Turn In:

	· Cover Letter

· Thank You Letter
· Acceptance/Stall/Refusal Letter


