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GUESS WHAT?

The National Commission on Writing reported that:

1 Eighty percent of companies in service fields
assess writing of potential employees in the
hiring process.

1 People who cannot write and communicate
clearly will not be hired, and will not last long
enough in their current jobs to be considered for
promotion.



INEFFECTIVE COMMUNICATION

@IS EXPENSIVE@

1 Two-thirds of salaried employees in America
have some writing responsibility on their job.

1 More than 40% of American corporations who
took a recent survey responded that they had to
offer or require writing training for employees
due to writing deficiencies.

1 $3.1 billion dollars is spent annually by
American business training people to write
correctly.



WHAT DOES THIS HAVE TO DO WITH
BUSINESS COMMUNICATION?

Hopefully, you have gotten the idea now that
Ineffective communication Is expensive,
and It can cost you your |job!

That makes things seem a bit more serious
when you | ook at 1t




| am here today to discuss the
various types of business

communication correspondence
iInvolved In a job search.



WHAT ARE THE DIFFERENT
BUSINESS COMMUNICATIONS
USED DURING A JOB SEARCH?

COVER LETTER
APPLICATION LETTER

JOB NETWORKING LETTER /’
PROSPECTING LETTER

RESUME A

THANK YOU LETTER .

JOB OFFER ACCEPTANCE LETTER

JOB OFFER REFUSAL LETTER

EMAIL . ‘




