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Employment Messages and Job Interviews
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Figure 14.5 Follow-Up Message: Poor and Improved
Use the follow-up message after an interview to express continued int the opportunity, to cof
‘expand on any information you provided in the interview, and to thank the interviewer for his or her
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If you receive a job offer while other interviews are still pending, you can ask the
for a time extension. Open with a strong statement of your continued interest in th|
for more time to consider the offer, proy reasons for the request, and
reader that you will respond by a spe

tive mes- When you receive a job offer you want to thin five days. Begin by
the position and expressing thanks. Ident ou're accepting. In the next p: ﬁ
cover any necessary details. Con. y youlook forward to reporting
As always, a positive letter should convey your enthusiasm and eagerness to coop
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I'm delighted to accept the graphic design posttion in your advertising department at the =

salary of $3,875 per month.

Enclosed are the health insurance forms you asked me to complete and sign. I've
already given notice to my current employer and will be able to start work on Monday,

January 18.

The prospect of
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Request for Time Extension

Applying and Interviewing for Employment 38"

MyBCommLab Apply Figure 14.6' key
concepts by going to mybcommlab.com

ing your firm is excting. Thank you for giving me this opportunty,
and | look forward to making a posttive contribution.
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x Letter of Acceptance

Project Hospitality Skit
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If you decide to decline a job offer,
y, using the model for

ters of resignat
always be written in agr

Learning Objectives:
Check Your Progress

388 PART 5 Employment Messages and Job Interviews

Be aware that a job offer and a written acceptance of that offer can constitute a leg:
binding contract, for both you and the employer. Before you send an acceptance letter, be
sure you want the job.

LETTER DECLINING A JOB OFFER

By taking the time to write a sincere, tactful letter, you leave the door open for future contact

Thank you for your hospitality during my interview at your Durham faciity last month. 'm
flattered that you would offer me the computer analyst position that we taked about

I was fortunate to receive two job offers during my search. Because my desire to work
abroad can more readly be satisfied by another company, | have accepted that job offer

| deeply appreciate the time you spent talking with me. Thank you again for your consid-
eration and kindness.

LETTER OF RESIGNATION

If you get a job offer while employed, you can maintain good relations with your current
employer by writing a thoughtful letter of resignation to your immediate supet
the advice for negative messages and make the letter sound pos
feel. Say something favorable about the organization, the people you work with,

you've learned on the job. Then state your intention to leave and give the date of your last
day on the job. Be sure you give your current employer at least two weeks notice.

My sincere thanks to you and to al the other Emblem Corporation employees for help-
ing me learn so much about serving the public these past two years. You have given me
untold help and encouragement.

You may recal that when you first interviewed me, my goal was to become a customer-
relations supervisor. Because that opportunity has been offered to me by another organi-
zation, | am submitting my resignation. | wil miss my friends and colleagues at Emblem,
but | want to take advantage of this opportunity.

Iwould ike to terminate my work here two weeks from today (June 13) but can arrange
1o work an additional week if you want me to train a replacement.

My sincere thanks and best wishes to all of you.

The purposes of an application letter are to introduce your
résumé, persuade an employer to read it, and request an interview.
With the AIDA model, get attention in the opening paragraph by

Objective 1: Explain the purposes of application letters, and  showing how your work skills could benefit the organization, by

describehow to apply the AIDA organizational approach to them.

explaining how your qualifications fit the job, or by demonstrating
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