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Chapter 3
Getting the Job

3.1 Getting an Interview

3.2 Applying, Interviewing, and Following Up

Consider THIS

Brandi wanted to work a part-time job while she finished high school in order
to save money toward college expenses. She decided to apply for three openings
she found posted on craigslist. The postings had asked for applicants to e-mail
their resumes. For each open position, she wanted to write an e-mail message
that would serve as an appealing application letter to which she would attach
her resume.

Brandi wanted to be prepared for any upcoming interviews. “Getting a job
can be a job in itself,” Brandi told her mother. “I need to have all my materials
in order. I’m really glad I have two reference letters ready to go. I don’t have
much experience, but I think I have a good chance at one of these openings.
This isn’t easy. In fact, it’s pretty hard. Now I know what my teacher meant
when she talked about ‘marketing yourself.’ It just isn’t comfortable. I feel like
I’m bragging, but I need to speak highly of myself in the letter and at the
interview so that I stand out from the other applicants.”

Chapter 3 Getting the Job 45

Copyright 2010 Cengage Learning, Inc. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.



*Gajender* D:/Temp_Dailyproduction/Ryan_120640/z_production/z_3B2_3D_files/ryan_0538449373_ch03.3d, 22/12/08/19:35:20, 19:35, page: 46

3.1

Getting an Interview

G
O
A
L
S n Prepare an application letter.

n Prepare a resume based on
guidelines.

n Explain the importance of refer-
ences and reference letters. T

E
R
M

S n application letter, p. 46
n return address, p. 48
n letter address, p. 48
n salutation, p. 49
n body, p. 50

n complimentary close, p. 50
n resume, p. 51
n references, p. 54
n reference letter, p. 55

THE APPLICATION LETTER

Getting a job begins with the job application process. The application letter,
or cover letter, serves to introduce you to a potential employer. It should
accompany your resume. The application letter gives you a chance to briefly
“sell” your qualifications and create interest in the enclosed resume. It really is
a sales letter. It is often your first contact with an employer and your first
opportunity to make a good impression.

CONTENTS OF AN APPLICATION LETTER
The application letter should be specific, interesting, and direct.

n The first paragraph should identify the purpose of the letter—why you
are writing. Be specific. Tell the employer what job you want. If you
know of an opening, tell the employer how you learned about it.

n The middle paragraph or paragraphs should give reasons why you are a
good choice for the job. Explain your key qualifications—those that best
fit the job. Express interest in the company as well. Briefly describe
experiences, classes, or skills that relate to the job. Your tone should be
enthusiastic, and your writing style friendly, upbeat, and conversational.

n The closing paragraph should wrap up the letter in a friendly yet assertive
manner. Be direct. Ask for an interview. Give the employer your phone
number and indicate a good time to call. Make it clear that you want an
opportunity to discuss the open position.

PREPARING AN APPLICATION LETTER
Generally, when you send an application letter by mail, use white, standard-

size (8½ � 11-inch) paper of good quality. Choose a mailing envelope of the
same color and quality. Your printer should make clear, crisp copies.
Figure 3.1 shows a typical application letter. A standard 12-point font, such

as Arial or Times Roman, is recommended for ease of reading. You may use a
different font and size if you want, but don’t get overly fancy. Your letter
should look business professional.
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With your letter of application, always enclose a copy of your resume. Also
include a copy of any other items requested in the job posting, such as your
transcripts (school grade records) or reference letters. Be sure to refer to all
enclosed items in the body of your letter. Then list them at the end of the
letter in a separate notation.

PARTS OF AN APPLICATION LETTER
An application letter should contain the five basic parts of a formal business

letter. As you can see from Figure 3.2, the parts of a business letter are the
return address, letter address, salutation, body, and complimentary close.

FIGURE 3.1 Application Letter

1274 Grant Avenue
Portland, OR 97224
becarter@internet.com
June 15, 20--

Mr. Jackson Phillips, Manager
Star Gaze Museum
4484 Grand Avenue
Portland, OR 97201

Dear Mr. Phillips

In response to the opening posted on your web site, please consider me an 
applicant for the summer tour guide position at your downtown location.

As you can see from my resume, I have volunteered as a host or guide for 
several special events in the past. I enjoy learning new information, making 
presentations, interacting with people, and helping others learn new facts and 
ideas. Your posting indicates that you need someone to work on weekends and 
to be on call for extra duties. I am available and eager to work on weekends and 
have a flexible weekday schedule that will allow me to fit in extra duties as 
needs may arise.

I am available now and would love to begin work as soon as possible. You can 
reach me at (971) 555-3344 every day after 2 p.m. I look forward to hearing 
from you about an interview and discussing the tour guide position with you.

Sincerely

Brandon Carter

Brandon Carter

Enclosure: Resume

Chapter 3 Getting the Job 47

Copyright 2010 Cengage Learning, Inc. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.



*Gajender* D:/Temp_Dailyproduction/Ryan_120640/z_production/z_3B2_3D_files/ryan_0538449373_ch03.3d, 22/12/08/19:35:20, 19:35, page: 48

Return Address

The return address is the first thing to appear at the top of the letter. It
contains your complete mailing address and the date. If you have an e-mail
address, add it below your city, state, and ZIP Code. You may add blank lines
above the return address to center the letter on the paper.

Letter Address

The letter address, also called the inside address, contains the name and
address of the person or company to whom you are writing. Use a specific

FIGURE 3.2 Parts of an Application Letter

Street Address
City, State ZIP
E-Mail Address (optional)
Current Date

Name and Title
Name of Company
Address of Company
City, State ZIP

Salutation

The first paragraph is the point of contact. It tells the employer the purpose of 
your letter.

The second and third paragraphs arouse the employer's interest and desire to 
learn more about you. In these paragraphs, you are trying to get the employer to 
read your resume and grant you an interview.

These middle paragraphs should also point out your key qualifications for this 
specific job. Stating your strongest, most relevant skills and experience here 
serves to highlight them, so that the employer can easily see that you are a good 
candidate for this job. In the second or third paragraph, refer to your enclosed 
resume as an invitation to read it. Also, mention when you will be available for 
work.

The final paragraph is a short, courteous request for an interview. Give your 
telephone number and a good time to reach you, to make it easy for the 
employer to respond. You might also give the employer the option to contact 
you by e-mail.

Complimentary close

[Signature]

Your Name Typed

Enclosure: Resume

Bo
dy
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Action

Desire

Interest

Attention

Letter 
Address

Return
Address
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person’s name and title if you can. If you can’t find out the person’s name or
you don’t know whether the person is male or female, use the simplified letter
format shown in Figure 3.3.

Salutation

The salutation is the greeting that begins your letter. Use the person’s name
or other form of address (such as “Department Manager”). Avoid addressing
application letters “To Whom It May Concern.” The simplified format has no
salutation. Instead, it has a subject line. This makes the letter less personal but

FIGURE 3.3 Simplified Letter Format

1274 Grant Avenue
Portland, OR 97224
becarter@internet.com
June 15, 20--

General Manager
Star Gaze Museum
4484 Grand Avenue
Portland, OR 97201

JOB OPENING FOR TOUR GUIDE

In response to the opening posted on your web site, please consider me an 
applicant for the summer tour guide position at your downtown location.

As you can see from my resume, I have volunteered as a host or guide for 
several special events in the past. I enjoy learning new information, making 
presentations, interacting with people, and helping others learn new facts and 
ideas. Your posting indicates that you need someone to work on weekends and 
to be on call for extra duties. I am available and eager to work on weekends and 
have a flexible weekday schedule that will allow me to fit in extra duties as 
needs may arise.

I am available now and would love to begin work as soon as possible. You can 
reach me at (971) 555-3344 every day after 2 p.m. I look forward to hearing 
from you for an interview and discussing the tour guide position with you.

Brandon Carter

Brandon Carter

Enclosure: Resume
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avoids choosing a title, such as Mr., Ms., Mrs., Miss, or Dr., when you don’t
know which is appropriate.

Body

The body is the message section of the letter. As you can see in Figure 3.2,
the body should be three or four paragraphs long. These paragraphs should
attract the employer’s attention, inspire the employer’s interest in learning more
about you, create the employer’s desire to read your resume, and request that
the employer take action in the form of an interview. These parts of the body
are often referred to as AIDA—attention, interest, desire, and action.

Complimentary Close

The complimentary close is a courteous phrase used to end a letter. Phrases
commonly used in business are “Sincerely” and “Cordially.” Your typed name
should appear four lines below the complimentary close to allow space for your
signature. The simplified format does not include the complimentary close but
goes directly to your name. Below your typed name are notations for enclo-
sures that accompany the letter.

PREPARING AN E-MAIL APPLICATION LETTER
With e-mail, what you see on your screen is not necessarily what the receiver

will see on his or her screen. The receiver’s software may not accept special
formatting. Therefore, set your e-mail to plain text, as shown in Figure 3.4.
Place everything at the left margin. Use no special formatting or tabs.

n Prepare your application letter in your e-mailmessage window. Yourmessage
will be dated automatically, so you need not type the date. Put the title of the
job you are seeking in the subject line. If possible, include a qualification to
catch the employer’s attention. For example, the applicant in Figure 3.4
included years of experience in the subject line. Keep it short, however!

FIGURE 3.4 An E-Mail Application Letter
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n Start your message with the salutation. Omit the inside address and move
your return address to the bottom of the message, below your name.

n The body of your message should contain the same content as any other
application letter. End the message with a complimentary close and your
typed name, along with your mailing address, e-mail address, and phone
number. Send your resume as an e-mail attachment. You need not include
an enclosure notation since the attachment will show automatically.

THE RESUME

The resume is often called a personal data sheet, biographical summary,
professional profile, or vita. It describes your work experience, education,
abilities, interests, and other information that may be of interest to an employer.
The resume tells the employer neatly and concisely who you are, what you can
do, and what your special interests are. Always have an up-to-date resume ready
for potential employers. Figure 3.5 shows a commonly used resume style. For
more examples, go to an online career and employment site, such as Monster,
and look for resume samples.

GENERAL GUIDELINES FOR A RESUME
There are no set rules for preparing a resume. You should choose the style that

best presents you to an employer. However, here are some helpful guidelines:

n Early in your career, keep your resume to one page by carefully arranging the
information you choose to include. Employers are busy people. They want a
quick overview of you—not a lot of words to read. If you don’t have enough
information to fill a page, center what you have vertically on the page tomake
it attractive. After you have more education and work experience to sum-
marize, your resume may extend to a second page. Resumes for professional
applicants with extensive work experience may run several pages.

n Include all information pertinent to the job for which you are applying.
An employer wants to know that you are interested in the specific job
opening. Rather than prepare a “generic” resume to fit all possible
openings, use key words from a job posting or ad to show that your skills
match that particular job.

COMMUNICATION   Connection
It is a good idea to keep a folder
containing records for all the
jobs you have ever had, includ-

ingdates, places,wage rates, and
contact information for super-

visors. Also keep copies of evalua-
tions, job descriptions, and special projects.

This information can help you prepare a master
resumethat lists everythingpossible.Youcanthen
tailor themaster resume for specific job openings.

Compile a list of what you can include on a
master resume at this time. Evaluate your list to
determine what is missing that could make
your resume more exciting and relevant for
your desired career. Based on what you think is
missing, write a one-page report explaining
how you can acquire the skills or experience
needed to make your resume more complete.
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n Carefully choose fonts, bold, italic, spacing, and other tools to arrange your
information in a way that is attractive yet professional looking and easy to
read. Place the most important items in the upper third of the page.

n Proofread thoroughly. Remember, your word processor’s spell-check catches
only misspelled words. For example, it will not catch occurrences of “then”
that were intended to be “than.” Your resume must have zero errors.

n For hard copies, use a high-resolution printer and good quality 8½� 11-inch
paper. Avoid bright colors, odd sizes, and stained or discolored paper.

FIGURE 3.5 Resume

Anisa Newkirk
162 NW Marshall Street

Portland, OR 97209-4323
(971) 555-4021

anisan@internet.com

CAREER OBJECTIVE

To assist with animal training for service dog programs in the local area; desire 
to work with dogs on emergency and trauma response teams.

EDUCATION

Hoover High School, Portland, Oregon (graduate 2009)
 GPA 3.3, Dean’s List two years

Relevant Course Work:  Relevant Skills:
Biology    Work well with animals
Environmental Science   American Sign Language (ASL) 
Public Speaking and Forensics   Excel (spreadsheets)
    Word (word processing)

Extracurricular Activities:
Volunteer: Red Cross Emergency Response
Debate Team (two years)
Member: National Honor Society (two years)
Athletics: Tennis and volleyball

EXPERIENCE

Volunteer, Noah Animal Hospital, Portland, Oregon (one year)
 Worked with injured animals, gave them food and medication; worked
 at the all-night emergency room, took data from animal owners; assisted
 veterinary staff with medical procedures.

Caregiver, County Animal Shelter (two summers)
 Cared for animals; made calls to help find them new homes.

Pet Sitter/Dog Walker (two years)
 Provided care for dogs, cats, rabbits, birds, and snakes while owners were  
 away on vacation; provided daily dog walking services.

REFERENCES

Provided gladly on request.
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PARTS OF THE RESUME
A simple resume should include personal contact information, a career

objective (optional), education, experience, additional qualifications or special
items of interest (if applicable), and references. You may arrange your resume
according to personal preference. However, generally you should show your
most favorable section first. For example, if your work experience relates to the
open position more closely than your education does, list experience first.

Personal Information

This information appears first on the resume and includes your name,
address, telephone number, and e-mail address. You may also wish to include a
cell phone or pager number. Include your area code. Omit information such as
age, gender, marital status, number of dependents, and ethnic background.

Career Objective

The career objective is optional. As your resume gets fuller, you may wish to
omit it. If used, keep it short, indicating your career goal. For example, your goal
might be to rise to a particular position. Make the statement forward looking,
interesting, and specific. This statement helps the employer see how your plans
fit with the company. Avoid weak statements such as “any type of work.”

Education

List all high school and post-high school institutions you have attended,
starting with the most recent. You may include areas of study, grade point
average, activities, honors, specific courses that apply to the job opening, or
other facts that you think will create a favorable
impression. For example, extracurricular activities tell
an employer that you are a well-rounded person; offices
held in school organizations show that you have lead-
ership skills.

Experience

List jobs, paid and unpaid, that you have held,
including assisting at school functions, working as a
teacher’s aide, and any part- or full-time summer or
vacation jobs (such as camp counselor). You may write
this section in paragraph or outline form. Include
information such as name and address of employer, job
title, work duties, employment dates or length of time
employed, and specific achievements while with this
employer. Emphasize tasks you performed that relate to
the open position.

Additional Qualifications

You may have additional skills to bring to an
employer’s attention. For example, you may list special
equipment you have learned to operate, software you
can use, or foreign languages you know. You can also
list awards you have received. All of these things give
an employer a fuller picture of you.
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Why is work experience an important part of the
resume?
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SCANNABLE RESUMES
Some employers use scanners and special software to search for key words

and phrases that match the skills required in their job descriptions. They can
scan hard copy as well as electronic resumes. The scan determines which
resumes will be considered further and which will not.
A scannable resume has been designed for easy reading by a scanner and

contains key words from the applicant’s career field. To make the scanner’s
cut, describe your qualifications using key words from your field. For example,
a publisher looking for an editor might scan for key words such as English or
journalism degree, writing, and editing. To make your resume easy for the
scanner, use the following formatting:

n A simple, standard font, such as Times Roman or Arial
n Type size of 11 or 12 point for the body of the resume
n Headings no larger than 14 point bold or caps

Avoid the following:

n Fancy fonts, italic, underlines, condensed type, shading, shadows, and white
type on a black background

n Multiple columns
n Horizontal or vertical lines, boxes, and graphics

REFERENCES

References are people who have known you for at least a year and can provide
information about your skills, character, and achievements. References should
be over age 18 and not related to you. The best types of references include
teachers, advisors, current and former employers, counselors, coaches, and
adults in business. Be sure to ask permission before listing people on your
resume. If you choose not to list references on your resume, state “references

  VIEW  Points
Should you give out personal
information, such as your
Social Security number, before

you get a job? Employers want
complete information. In some

cases, they need your Social Security
number to do a credit check or a back-

ground report. If information is incomplete, an
applicant may not be considered. Job applicants
must be careful to whom they give very private
and confidential information. With your name,
address, phone, and Social Security number,
you can be subject to identity theft. If employers
are careless with how they handle this private
information, you can suffer as a result.

So what should you do? Some applicants mark
personal information requests with “will pro-
vide information at the job interview,” or “will
provide information when hired.” They feel that
this response protects them, especially when
they are making online applications with
employers they do not know.

THINK CRIT ICALLY

Do you agree with the claims of each side
(employer and job applicant)? What point
could you make to support each side?
How will you handle this tricky issue in
the future?
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available on request.” Then have a list of names, addresses, and phone numbers
available for employers who ask for them.
A reference letter is a statement attesting to your character, abilities, and

experience, written by someone who can be relied upon to give a sincere report.
It is helpful to give those writing a reference letter a copy of your current
resume or a short summary of your accomplishments and background. The
letter should be on company letterhead. A sample reference letter is shown in
Figure 3.6. Note that “To Whom It May Concern” is an acceptable salutation
in this case, since copies may be provided to multiple prospective employers.
When you get a reference letter, make copies to give to potential employers

along with your resume and application letter. Keep the original for your files,
because you may need to make additional copies for other job applications.

FIGURE 3.6 Reference Letter

June 4, 20--

Re: Maribel Boswell

To Whom It May Concern

I have known Maribel for the past three years. She was an employee in our
customer service division. Maribel began work here as an intern. She was an 
excellent employee, so at the end of her internship we hired her on a
temporary basis. That temporary job lasted three years until Maribel moved
away.

Maribel proved to be energetic and competent. She learned quickly and was a
valuable member of our team. She took great pride in her work. She was able to
work well independently and as a team member.

Without reservation, I can recommend Maribel to you as a potential employee. I
would gladly hire her again if she were to move back to our area.

If you have any further questions, please do not hesitate to call me.

Sincerely

Harry Chen

Harry Chen
Manager

402 First Street, NW
Eugene, OR  97402-2143
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ISSUES IN YOUR WORLD

BEFORE YOU QUIT YOUR CURRENT JOB
Whether you want to leave your job to look for better pay, growth opportunities,
more satisfying work, or for some other reason, you should keep several important
things in mind:

n Find a new job before quitting your old job. Then you can conduct your job search
carefully, not hastily.

n Before leaving your current job, establish good relations with both coworkers and
managers who will be helpful references for you. Employers usually check the
backgrounds of people they consider hiring.

n Don’t talk negatively about your old job, boss, or company in job interviews. Be
positive and talk about the future. Don’t emphasize how important money is to
you. Talk about such things as your desire to find a challenging position that
would inspire you and the importance of making a contribution in your field.
To give the impression that you are looking for a new job only to increase your
salary would be a mistake.

n In your current job, you may have many opportunities to learn about openings in
other companies, especially with clients, vendors, and competitors in the same
industry. Proceed with caution as you discuss with these potential employers
possible jobs, your current job, or other factors affecting your decision. It is
important to maintain confidentiality and good relations in your current position
both before and after you leave.

n Don’t burn your bridges. You never know; in the future, you may want to go back
to a previous employer to work or to ask for a positive reference. Also, people at
your previous company know people in other companies. If you leave on bad
terms, word of your bad reputation may travel to other potential employers.

Changing jobs to move your career forward is an accepted practice. But take care to
set a good track record as you change jobs.

THINK CRIT ICALLY

1. Suppose you are on your own and supporting yourself. One day your boss
makes you angry, so you quit your job without having another job lined up.
How would you feel as you interview for new jobs? What mistakes might you
make under these circumstances?

2. Talk to someone who has changed jobs within the same field. Why did that
person change jobs? Did the change accomplish his or her goal?
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3.1

Assessment

KEY TERMS REVIEW
Match the terms with the definitions. Some terms may not be used.

1. The first thing to appear at the top
of a letter

2. The message section of a letter

3. People who have known you for at
least a year and can provide infor-
mation about your skills, character,
and achievements

4. The greeting that begins your letter

5. A statement attesting to your char-
acter, abilities, and experience

6. A courteous phrase used to end a
letter

7. A document that describes your work experience, education, abilities,
interests, and other information of interest to an employer

CHECK YOUR UNDERSTANDING
8. List the parts of an application letter.

9. What information is contained in a resume? List its parts.

10. List three people who would be good references to list on your resume or
who would write a letter of reference for you. Explain your choices.

APPLY YOUR KNOWLEDGE
11. Following the guidelines discussed in the chapter, prepare an application

letter and a resume for a job opening you find posted on a company
web site. Ask at least three people to critique your work before drafting
final versions.

THINK CRIT ICALLY

12. Applying for jobs online can be very convenient. You can find out about
job openings, download applications, and submit resumes with the click
of a mouse. Are there any disadvantages to the online application pro-
cess? Discuss.

13. You will need references when you apply for jobs. How can you be sure
that your references will say good things about you? Why should you keep
reference letters directed to employers of past jobs?

a. application letter

b. body

c. complimentary close

d. letter address

e. reference letter

f. references

g. resume

h. return address

i. salutation
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3.2

Applying, Interviewing, and
Following Up

G
O
A
L
S

n List steps for properly completing
an employment application form.

n Explain how to prepare for and
make a good impression on a job
interview.

n Prepare a thank-you letter as
follow-up to a job interview.

T
E
R
M

S

n employment applica-
tion, p. 58

n job interview, p. 58
n open-ended questions,
p. 60

n transcripts, p. 60
n follow-up, p. 61
n thank-you letter, p. 61

THE APPLICATION FORM

When you apply for a job opening, you will have to complete an employment
application, like the one shown in Figure 3.7. An employment application, or
job application, is a form that asks questions of people who apply for a job.
When possible, take the form home to fill it out carefully at your leisure. Many
companies today expect you to fill out the application form at their web site.
You may be able to download the form, fill it out on your computer, and
submit it electronically. When completing an employment application, follow
these steps:

n Write neatly using a black or dark blue pen that does not skip or blot.
Stay within the space provided.

n Fill in all the blanks. When you cannot answer a question, write “N/A”
(for “not applicable”) or use a line (——) to show that you have not
skipped the question.

n Be truthful. Give complete answers. Do not abbreviate if there is any
chance the abbreviation could be misread.

n Have with you all information that might be requested on the application
form, such as telephone numbers, dates, and addresses.

n Proofread carefully; check every word.

THE JOB INTERVIEW

A job interview is a face-to-face meeting with a potential employer to discuss
a job opening. During the interview, the employer will have your completed
application, resume, application letter, and reference letter(s). The interviewer
may ask you about information on any of these documents or about any other
job-related matters. Thus, you should spend at least as much time preparing
for the interview as you did getting the interview.
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FIGURE 3.7 Employment Application

EMPLOYMENT APPLICATION

Date: 7/15/20 -- Job you are applying for:  Clerk/Office Assistant  Full Time  Part Time

Social Security Number: Provided at employment

First Name: Terrell Middle Initial: B.

X

X

Last Name: Adams

Mailing Address: 234 Maple Street City: Eugene State: OR ZIP: 97401

Home Phone: (503) 555-2000 Work Phone: (         )

Have you worked for this company before? Yes   No From:           To:                 What location?

Your name at that time:      -- Position when you left:      --

If you are under 18, give your birthdate: ____/____/____ and work permit number (if applicable):      --

Date available for work: 7/15/20--

Please indicate the hours that you are available to work on each of these days.

(Hours) SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

From 8 1 1 1 1 1 8
To 8 8 8 8 8 8 8

START WITH CURRENT OR LAST EMPLOYER—INCLUDE MONTH AND YEAR IN DATES

FROM COMPANY POSITION HELD

Mo. 9 Yr. 07 Video Image Plus Accounting Clerk PAY   Min. Wage
TO STREET and NUMBER CITY and STATE ENDING

BEGINNING

BEGINNING

BEGINNING

Mo. 2 Yr. 08 1121 West 18th, Springfield, OR  97477 PAY   Min. Wage
SUPERVISOR’S NAME TITLE REASON FOR LEAVING
Jewel Clark CWE Coordinator end of program
FROM COMPANY POSITION HELD

Mo. 9 Yr. 06 Madison High School Office Assistant PAY   Volunteer
TO STREET and NUMBER CITY and STATE ENDING
Mo. 6 Yr. 07 Eugene, OR  97401 PAY   Volunteer
SUPERVISOR’S NAME TITLE REASON FOR LEAVING
Andy Williamson Office Manager end of year
FROM COMPANY POSITION HELD

Mo. 6 Yr. 02 Register-Guard Newspaper Carrier PAY Commission
TO STREET and NUMBER CITY and STATE ENDING
Mo. 9 Yr. 04 Eugene, OR  97401 PAY Commission
SUPERVISOR’S NAME TITLE REASON FOR LEAVING
Mary Adamson Supervisor

X
to go to school

MAY WE CONTACT YOUR PRESENT EMPLOYER?   Yes No

SCHOOL NAME ADDRESS FROM TO DEGREE/DIPLOMA
HIGH SCHOOL DIPLOMA

Madison High School Eugene, OR  97401 2004 2008 TYPE:
BUSINESS/VOCATION SCHOOL DIPLOMA

TYPE:
COMMUNITY COLLEGE/UNIVERSITY DIPLOMA

TYPE:
UNDERGRADUATE COURSEWORK EMPHASIS CUM GPA

GRADUATE COURSEWORK EMPHASIS CUM GPA

      --      --     --

--

X Yes          No

Yes          No

Yes          No

I understand that any offer of employment is conditioned upon the satisfactory completion of this verification process
and that the complany will hire only those individuals who are legally authorized to work in the United States and who
present acceptable proof of their lawful employment status and identity.

                  SIGN HERE                                           DATE
Terrell B. Adams 7   15   20 --
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PREPARING FOR THE INTERVIEW
Review your resume so that all your qualifications
will be fresh in your mind. Be prepared to answer
open-ended questions, which require you to
respond in paragraphs (rather than “yes” or “no”)
and talk about yourself. These questions may
include, “Tell me about yourself,” “Why do you
want to work for us?” or “What would you like to
be doing in five years?” Your responses show how
well you organize your thoughts, speak, and think
under pressure. Emphasize your skills, achieve-
ments, and career plans. Avoid speaking negatively
of others. Prepare a list of likely questions and
rehearse how you will answer them.
It is also important to learn something about
your potential employer prior to the interview.
Think of questions you might ask the interviewer
about the company and the open position. You
want to be able to speak intelligently about the
company. Do some company research ahead of
time, where you find out what the company

makes or sells, its history, and what its prospects are for the future. This kind
of information can be obtained from sources such as these:

n The Yellow Pages may list the company’s products or services.
n The company’s web site tells about its products, history, financial perfor-
mance, and other data.

n A contact from your network who works for the company can provide
first-hand knowledge.

n Annual reports (often available on the company web site) describe the
company and its financial resources.

n Articles in current magazines and newspapers, including online publications,
may discuss the company’s economic health or plans for expansion.

MAKING A GOOD FIRST IMPRESSION
Since it may affect your whole future, the interview is an important moment

in your life. Prepare for it carefully. Make a good impression.

n Arrive on Time. Better yet, arrive ten minutes early so you can check your
appearance and compose yourself. Never be late.

n Dress Appropriately. Be neat and clean. Be conservative in dress, hairstyle,
jewelry, perfume, cologne, makeup, and appearance. It is best to err on
the side of being overly dressy than overly casual.

n Go Alone. Don’t bring along a friend or relative.
n Be Prepared. Bring copies of your resume, reference letters, and tran-
scripts. Transcripts are school records that include a listing of courses you
have taken along with the credits and grades you’ve received for them.
Bring a pad of paper, a pen, and any information you may need. Use a
briefcase or some type of folder to keep your papers organized.

n Appear Self-Confident. It’s normal to be nervous, but don’t let your
emotions control you. Give the appearance of being relaxed and
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Why should you spend time preparing for a job interview?
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comfortable by maintaining good
eye contact and giving an occa-
sional smile. Don’t chew gum or
display nervous habits. Allow the
interviewer to lead the discussion.

n Be Courteous. Even if you are
asked to wait, respond with cour-
tesy and understanding. Be com-
posed and relaxed. Use “please”
and “thank you.”

n Think Before You Speak. Take a
moment to organize your thoughts
before speaking. Don’t be afraid of
the silent pause; the interviewer
will not be put off. Be polite,
accurate, and honest. Use proper
grammar. Avoid slang and infor-
mal speech. Say “yes” rather than
“yeah.” Speak slowly and clearly.

n Emphasize Your Strong Points. Talk about your favorite school subjects,
grades, attendance, skills, experience, activities, and goals in a positive
manner. Avoid negative comments.

n Be Enthusiastic. Act interested in the company and the job. Show that you
are energetic and ready to work. Let the interviewer know that you are
excited about the company, the job, and your future.

n Look for Cues. Nonverbal cues from the interviewer will tell you when to
say less or more. Watch and listen carefully, then respond appropriately.

When the interview is over, thank the interviewer for his or her time. Say you
will check back later. Then do so. Exit with a smile and a positive comment,
such as “I look forward to hearing from you.”

THE FOLLOW-UP

After the interview, the employer will have various candidates to consider.
Your follow-up may help you stand out from the crowd. Follow-up is contact
with the employer after the interview but before hiring occurs. It reminds the
employer of who you are and could improve your chance of getting the job.

THANK-YOU LETTER
A thank-you letter is one form of follow-up. The thank-you letter shows

appreciation to the employer for taking time to speak with you. It also brings
you to the forefront of the interviewer’s mind, providing a reminder of your
qualifications and interest in the company.
When writing a thank-you letter, follow the same guidelines that you used in

preparing your application letter. You may want to enclose an additional
reference or other information that may help convince the interviewer to hire
you. Address the interviewer by name. If more than one person interviewed
you during your visit, write a brief letter to each person.
Keep your letter short and to the point, and make sure it is error free. This

final opportunity to represent yourself to the potential employer may make the

Many state and federal laws prohibit employers from
asking certain types of questions during job interviews.
Access www.cengage.com/school/pfinance/mypf and
click on the link for Chapter 3. Read the article about
inappropriate questions. List three types of questions
employers cannot ask and the relevant laws barring
them. Then suppose you are a job candidate who is
asked, “Do you plan to start a family soon?” during a job
interview. How would you respond to this question?

www.cengage.com/school/pfinance/mypf
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difference that will get you the job. Figure 3.8 is a sample follow-up thank-you
letter. The important components of the letter are as follows:

n The first paragraph thanks the interviewer.
n The second paragraph reminds the interviewer of your desire to work for
the company.

n The final paragraph closes with a positive note.

OTHER FORMS OF FOLLOW-UP
In addition to a letter, you may wish to call or stop by and check with the

place of business about the status of your application. Such contacts should be
courteous and friendly.

FIGURE 3.8 Thank-You Letter

1274 Grant Avenue
Portland, OR 97224
becarter@internet.com
July 10, 20--

Mr. Jackson Phillips, Manager
Star Gaze Museum
4484 Grand Avenue
Portland, OR 97201

Dear Mr. Phillips

Thank you for the time you spent with me during our interview yesterday. I 
enjoyed meeting you and members of your staff.

I am very excited about the prospect of working for your company. The tour 
guide position is exactly what I was hoping for. As you recall, I have experience 
and background that make it possible for me to “hit the ground running.” I am 
enclosing another reference who can attest to my ability to learn quickly and fit 
in well.

If there is any other information I could provide, please feel free to contact me at
(971) 555-3344. I look forward to hearing from you.

Sincerely

Brandon Carter
Brandon Carter

Enclosure: Reference
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Planning a Career in... Agriculture

Do you enjoy fresh pineapple or
freshly squeezed orange juice from
citrus grown in California or Florida?
When you shop your local food store,
are you able to buy fresh (not frozen)
turkey, chicken, or other meat? Are
you into organic foods that have no
pesticides, preservatives, or additives?
Perhaps you have your own garden
or enjoy the fresh produce from your
local farmer’s market.

Food you buy is planted, grown,
and harvested by workers across the
country. Some of it may be grown
locally, but to have year-around,
farm-fresh vegetables, fruit, meat,
eggs, and milk, many workers must
harvest, process, and take the steps
necessary to ensure its fresh arrival to
your local supermarket.

Employment Outlook
l Employment opportunities will

have little or no change. For
agricultural equipment oper-
ators, employment will decline
moderately.

l Prospects for growth of jobs are
slower than average, and few
new jobs are expected.

l Work is often seasonal in nature.

Job Titles
l Crop worker
l Nursery and greenhouse worker
l Farm and animal worker
l Agricultural equipment operator
l Dairy operator
l Animal breeder
l Animal inspector

Needed Skills
l Skills are learned on the job;

many do not require a high
school diploma.

l Experience is helpful, special-
ized work like breeding requires
training.

What's it like to work in. . .
Agriculture
Raoul works two jobs. In the spring
and summer, he plants, cares for,
and helps harvest crops. In the late
fall and winter, he takes care of
greenhouse plants and buildings.

During the summer months,
work is strenuous and outdoors,
often during very hot and humid
days. He has learned to wear sun
protection and pack bottles of water
to stay hydrated. Planting and har-
vesting requires much bending,
stooping, and lifting.

For Raoul, it is tough but
rewardingwork. He starts very early in
the morning and often works until
dark. He enjoys watching the plants
grow from seeds. Raoul has to work
two jobs in order to have income all
year, and the jobs are not secure.
Storms, droughts, floods, and other
natural events could wipe out the
crops, leaving himwith nowork to do.
But he couldn’t imagine himself doing
anything else. He really loves the land.

What About You?
Would you like to work outdoors
with plants, animals, and farm
equipment and provide others with
fresh food?
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3.2

Assessment

KEY TERMS REVIEW
Match the terms with the definitions.

1. Types of questions that require you
to talk about yourself in paragraphs

2. A form that asks questions of people
who apply for a job

3. A letter that shows appreciation to
the employer for taking time to
speak with you

4. School records that include a listing
of courses you have taken along with
credits and grades received for them

5. A face-to-face meeting with a
potential employer to discuss a
job opening

6. Contact with the employer after the interview but before hiring occurs

CHECK YOUR UNDERSTANDING
7. What are some important things to remember when filling out an

employment application?

8. What are some ways to make a good first impression at a job interview?

9. Discuss the purpose(s) of the thank-you letter.

APPLY YOUR KNOWLEDGE
10. Visit the Career Consulting Corner web site or a similar career and

employment web site that offers resume advice. Write a paragraph
about the resume tips you find. Which tips do you plan to use when
you prepare your own resume?

THINK CRIT ICALLY

11. Why is it important to show extracurricular and volunteer activities on
your resume?

12. You may have heard that “everybody exaggerates on their resume.” Do
you think this is true? Do you plan to exaggerate? Why or why not?

a. employment
application

b. follow-up

c. job interview

d. open-ended
questions

e. thank-you letter

f. transcripts
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3

Chapter Assessment

SUMMARY

3.1
n The purpose of an application letter is to interest the employer in reading

your resume and granting you an interview.

n The paragraphs of the application letter should (1) identify the purpose
(why you are writing), (2) give reasons why you are a good choice for the
job, and (3) ask for an interview.

n An application letter sent by mail should include a return address, letter
address, salutation, body, and complimentary close.

n When an e-mail serves as the application letter, use plain text, avoid
special formatting and tabs, put the job title on the subject line, omit the
letter address, and move the return address to the bottom. The salutation,
body, and close will be the same.

n A resume is a concise summary of your work experience, education,
abilities, and interests.

n Guidelines for resume preparation include (1) keep it short, (2) use key
words from the job posting, (3) place the most important items in the
upper third of the page, (4) keep formatting simple and professional
looking, (5) proofread thoroughly, and (6) print using high-resolution
printer and quality standard-size paper.

n To make your resume easy for a scanner to read, avoid fancy fonts and
formatting.

n Reference letters from past employers, coworkers, teachers, and adults
confirm your skills, character, and experience for prospective employers.

3.2
n Fill out employment application forms neatly, completely, accurately, and

honestly. Then proofread carefully.

n Prepare for a job interview by reviewing your materials, performing
company research, and rehearsing answers to open-ended questions you
might be asked.

n Tips for making a good impression on a job interview include (1) arrive on
time, (2) dress appropriately, (3) be prepared with copies of documents
such as school transcripts, (4) show self-confidence, (5) be courteous,
(6) think before you speak, (7) emphasize your strong points, (8) be enthu-
siastic, and (9) look for cues from the interviewer.

n After an interview, follow up with a short thank-you letter that reminds
the interviewer of your qualifications and interest in the job.
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APPLY WHAT YOU KNOW

1. List and describe the parts of an application letter. Write a sample letter
that contains the needed content.

2. Prepare a master resume as described in the Communication Connection
feature on page 51. It should list a career objective and all of your
experience, education, skills, achievements, and references. Keep this
resume as a source that can be used when compiling future resumes for
specific job openings.

3. Prepare a scannable resume and e-mail it to a friend with a different
operating system. How does it look? Is there extra formatting that
doesn’t open properly?

4. Why is follow-up important after a job interview? What types of
follow-up will you use?

5. Write a letter to each of the people you would like to use as a reference.
Ask permission to use their names on your resume and employment
applications. Ask one person to write a reference letter for you.

6. Obtain and complete an employment application form from a local
business or company web site.

7. Write a thank-you letter for a job interview. Assume you were inter-
viewed by the person to whom you addressed your application letter in
Number 1 above.

MAKE ACADEMIC CONNECTIONS

8. Communication Write three letters of application—one for an unsoli-
cited job at a company for which you’d like to work (but for which there
is no opening), one for a job opening you found on the Internet with an
unknown company, and the third for a job you learned about from a
friend. How will these letters be different? Focus on content as well as
writing style.

9. History The workforce has changed considerably over the years. Com-
pare the job market today with what it was like in the 1950s and the
1850s. How has it changed for all types of job applicants? How has it
changed for women in particular? If possible, talk to someone who was in
the work force 50 or more years ago.

10. International Studies Do online research about the job application
process in other countries. Choose a country in Europe and one in South
America. How are they different from what you would expect in the
United States? Would you like to work in a foreign country? Would you
be qualified?

11. Research Perform library or Internet research to discover what, if any,
relationship exists between level of education and wage or salary
levels for workers. Explain how education affects a person’s resume
(qualifications) and expectations of salary.

66 Unit 1 Career Decisions

Copyright 2010 Cengage Learning, Inc. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part.



*Gajender* D:/Temp_Dailyproduction/Ryan_120640/z_production/z_3B2_3D_files/ryan_0538449373_ch03.3d, 22/12/08/19:35:20, 19:35, page: 67

SOLVE PROBLEMS AND

EXPLORE ISSUES

12. Jaclyn Ross wants to work as a forest ranger when she graduates
from college. She knows that the local Bureau of Land Management
occasionally hires students during summers to help with forest manage-
ment of public lands. Jaclyn takes science courses and does well. She is
available to work all summer and would even be willing to work without
pay if her living expenses were covered. Help Jaclyn write an application
letter. Make up a return address, letter address, salutation, body, and
complimentary close. Use the application letters in the chapter as guides.

13. Linda Lee must provide a resume to answer an advertisement in the local
paper. Write in outline form a summary of the basic rules of writing
a resume. Then, sketch a resume and label its parts. Briefly describe the
kind of information Linda will need to provide in each part.

14. Sarah Hooper tells you she has a job interview tomorrow. She has never
had one before, and she is very nervous. Sarah asks you to point out what
she should and should not do. Make a list of five things Sarah should
do and five things she should not do.

15. Yi-Ling Chou just completed a job interview. Competition is tough,
but he believes he stands a good chance because he has taken three
marketing courses, has high grades, and can begin work right away.
Would you advise him to write a follow-up letter? What should he say in
the letter?

16. When Mark Ramirez completed his job interview, he knew he was
lacking in many of the requirements the employer was seeking. He didn’t
have enough experience. He knew of several other candidates who
possessed the desired qualifications. Thus, Mark concluded he needed
to do more than just send a simple thank-you letter to follow-up. He
needed to do something that would remind the interviewer of his
enthusiasm and how much he wanted the job. So, he wrapped up an
old tennis shoe and sent it to the interviewer with his thank-you letter
that read, “I just want to get my foot in the door.” He got the job. Why
did he get the job?

EXTEND YOUR LEARNING

17. Ethics Many people embellish or exaggerate facts on their resumes,
leading employers to believe they have skills, experience, or education
that they don’t really have. The same is true of employment applications.
Both of these documents make representations that are often relied
on by employers. Many people who embellish and exaggerate use the
excuse that “everybody does it.” Does this make it right? Why should you
be honest on your resume and employment application?

For related activities and links, go to www.cengage.com/school/pfinance/mypf
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