MB 0039 – BUSINESS COMMUNICATION

Assignment Set - 1
Q.1.
Explain the different type of communication with relevant examples?

Ans.:
Communication is a process that involves exchange of information, thoughts, ideas and emotions. Communication is a process that involves a sender who encodes and sends the message, which is then carried via the communication channel to the receiver where the receiver decodes the message, processes the information and sends an appropriate reply via the same communication channel. 
Types of Communication
Communication can occur via various processes and methods and depending on the channel used and the style of communication there can be various types of communication. 
Types of Communication Based on Communication Channels. 
Based on the channels used for communicating, the process of communication can be broadly classified as verbal communication and non-verbal communication. Verbal communication includes written and oral communication whereas the non-verbal communication includes body language, facial expressions and visuals diagrams or pictures used for communication.


Verbal Communication
Verbal communication is further divided into written and oral communication. The oral communication refers to the spoken words in the communication process. Oral communication can either be face-to-face communication or a conversation over the phone or on the voice chat over the Internet. Spoken conversations or dialogs are influenced by voice modulation, pitch, volume and even the speed and clarity of speaking. The other type of verbal communication is written communication. Written communication can be either via snail mail, or email. The effectiveness of written communication depends on the style of writing, vocabulary used, grammar, clarity and precision of language. 

Nonverbal Communication 
Non-verbal communication includes the overall body language of the person who is speaking, which will include the body posture, the hand gestures, and overall body movements. The facial expressions also play a major role while communication since the expressions on a person’s face say a lot about his/her mood. On the other hand gestures like a handshake, a smile or a hug can independently convey emotions. Non verbal communication can also be in the form of pictorial representations, signboards, or even photographs, sketches and paintings.
Types of Communication Based on Style and Purpose. 
Based on the style of communication, there can be two broad categories of communication, which are formal and informal communication that have their own set of characteristic features.

Formal Communication 
Formal communication includes all the instances where communication has to occur in a set formal format. Typically this can include all sorts of business communication or corporate communication. The style of communication in this form is very formal and official. Official conferences, meetings and written memos and corporate letters are used for communication. Formal communication can also occur between two strangers when they meet for the first time. Hence formal communication is straightforward, official and always precise and has a stringent and rigid tone to it. 

Informal Communication
Informal communication includes instances of free unrestrained communication between people who share a casual rapport with each other. Informal communication requires two people to have a similar wavelength and hence occurs between friends and family. Informal communication does not have any rigid rules and guidelines. Informal conversations need not necessarily have boundaries of time, place or even subjects for that matter since we all know that friendly chats with our loved ones can simply go on and on.

Q.2.
What are the general principles of writing especially business writing?

Ans.:
Business writing is different Writing for a business audience is usually quite different than writing in the humanities, social sciences, or other academic disciplines. Business writing strives to be crisp and succinct rather than evocative or creative; it stresses specificity and accuracy. This distinction does not make business writing superior or inferior to other styles. Rather, it reflects the unique purpose and considerations involved when writing in a business context. 

When you write a business document, you must assume that your audience has limited time in which to read it and is likely to skim. Your readers have an interest in what you say insofar as it affects their working world. They want to know the "bottom line": the point you are making about a situation or problem and how they should respond.

Business writing varies from the conversational style often found in email messages to the more formal, legalistic style found in contracts. A style between these two extremes is appropriate for the majority of memos, emails, and letters. Writing that is too formal can alienate readers, and an attempt to be overly casual may come across as insincere or unprofessional. In business writing, as in all writing, you must know your audience.

In most cases, the business letter will be the first impression that you make on someone. Though business writing has become less formal over time, you should still take great care that your letter's content is clear and that you have proofread it carefully. 

· Pronouns and active versus passive voice

Personal pronouns (like I, we, and you) are important in letters and memos. In such documents, it is perfectly appropriate to refer to yourself as I and to the reader as you. Be careful, however, when you use the pronoun we in a business letter that is written on company stationery, since it commits your company to what you have written. When stating your opinion, use I; when presenting company policy, use we. 

The best writers strive to achieve a style that is so clear that their messages cannot be misunderstood. One way to achieve a clear style is to minimize your use of the passive voice. Although the passive voice is sometimes necessary, often it not only makes your writing dull but also can be ambiguous or overly impersonal. Here's an example of the same point stated in passive voice and in the active voice:

· Focus and specificity

Business writing should be clear and concise. Take care, however, that your document does not turn out as an endless series of short, choppy sentences. Keep in mind also that "concise" does not have to mean "blunt"—you still need to think about your tone and the audience for whom you are writing. Consider the following examples: 
After carefully reviewing this proposal, we have decided to prioritize other projects this quarter. Nobody liked your project idea, so we are not going to give you any funding.
The first version is a weaker statement, emphasizing facts not directly relevant to its point. The second version provides the information in a simple and direct manner. But you don't need to be an expert on style to know that the first phrasing is diplomatic and respectful (even though it's less concise) as compared with the second version, which is unnecessarily harsh and likely to provoke a negative reaction.

· Business letters: where to begin

Reread the description of your task (for example, the advertisement of a job opening, instructions for a proposal submission, or assignment prompt for a course). Think about your purpose and what requirements are mentioned or implied in the description of the task. List these requirements. This list can serve as an outline to govern your writing and help you stay focused, so try to make it thorough. Next, identify qualifications, attributes, objectives, or answers that match the requirements you have just listed. Strive to be exact and specific, avoiding vagueness, ambiguity, and platitudes. If there are industry- or field-specific concepts or terminologies that are relevant to the task at hand, use them in a manner that will convey your competence and experience. Avoid any language that your audience may not understand. Your finished piece of writing should indicate how you meet the requirements you've listed and answer any questions raised in the description or prompt.

Q.3.
How would you prepare yourself for an oral business presentation?

Ans.:
Giving an effective oral presentation requires preparation. Preparing for an oral presentation is just as important as delivering the presentation; without preparation the oral presentation will not be delivered effectively. The oral presentation needs to organized and well thought out. Therefore, set aside time to work on your oral presentation.

· Know exactly what is required and expected when you will be presenting. Know how long the presentation must be, what type of visual aid is required, and your audience.

· Pick a topic, if one was not provided. Depending on the situation, a topic may not be given. Pick a topic that you are familiar with, one that your audience can easily understand and that will meet the requirements of the oral presentation. The topic should be easily searchable and have reliable sources.

· Determine the purpose of the oral presentation. The purpose of an oral presentation varies because it depends on the message you will convey.

· Analyze the audience, and think about their expectations. Consider the age, values, gender and education level of the audience.

· Research the topic and take notes. Take detailed notes about everything that pertains to the topic.

· Write a rough draft of your oral presentation. The rough draft will only be used to organize the information obtained from doing research and to write the note cards.

· Prepare visual aids for the oral presentation. Some presentations require a PowerPoint, while others require a transparency; follow the requirements given. Keep visual aids simple. Your visual aids should help the audience understand the topic better. Include graphs, charts, pictures or a video clip in your visual aid if it will help your audience understand your topic better. Do not use visual aids that are not directly connected to your topic.

· Prepare note cards using your rough draft. Your note cards should be numbered in the order you will use them. Do not write complete sentences because you will not read directly from your note cards. Only take notes, preferably in bullet format, on the note cards. Note cards should be easily read, if needed; therefore, do not overcrowd any note card with too many bullet points. Use as many note cards as necessary without overcrowding any.

· Practice and time your presentation. If your presentation needs to fall within a specific time frame, practice and time your presentation using a stopwatch. Use your note cards as a guide to help you remember everything that needs to be said. Do not read directly from your note cards.

Q.4.
you are a team manager having 15 members in your team. Two of you key team members are on 3-weeks leave. You have to call for a monthly team meeting within a week. How effectively you would plan and carry out this meeting? 

Ans.:
As pointed out earlier, meetings need to be planned in advance, so that they are successful. Before any planning can be done however, a basic question to be asked id whether to hold a meeting at all. The answers to be followed questions would help to decide whether a meeting is necessary in the first place –
· Can the matter be decided or discussed over the telephone?

· Can the matter be expressed in writing, in the form of a memo, or an email message?

· Are key people available to attend the meeting and are they prepared?

· Is the time allotted for the meeting sufficient?

If the answers to the first two questions are yes and the answers to the other two questions are no, there is no purpose in calling a meeting.

Once the need for a meeting has been determined, the next step is to start planning the meeting. First of all, the type and number of participants should be decided. A problem solving meeting should included representatives from all departments, since the decision would otherwise be incomplete. Shareholders, who are the owners of the company, should also be included.

In terms of number, the size of the group could be anywhere between seven and eleven members. An exception to this is an information sharing meeting. Where the number could be larger, So that a maximum number of people benefit from the information.

The second and most important step in planning a meeting is to indicate the purpose or agenda of the meeting to the participants in advance. An agenda is essentially a list of topics that will be discussed during a meeting. In the works of Adler and Elmhurst, “A meeting without an agenda is like a ship at sea without a destination or compass: no one aboard knows where is it headed.” An agenda is prepared by the Chairperson of the meeting, or the person who calls the meeting.

Apart from a mist of topics, a comprehensive agenda should also include the following-

· The time, venue and duration of the meeting-  The starting time and length of the meeting needs to be indicated, so that participants know how much to prepare and can plan their other activities and meetings accordingly

· A List of participants - it is important to let all members know who will be attending the meeting. So that they know who to expect.

· Background information- This could be in the form of new information, repetition of facts as a reminder, or a brief explanation of the important of the meeting.

· A clear list of items and goals- These should be included in order to ensure that the meeting has an outcome. Participants need to have a clear idea of their role in the meeting. Goal should be stated so that they sound specific, result-oriented and realistic.

· Advance preparation by participants- A good agenda tells participants how to come prepared for the meeting- for example, by reading an article, bringing important documents, collecting facts or jotting down their ideas on a particular issue. In case certain members have to prepare in a specific way, this can be mentioned on their individual copy of the agenda.

In general, the items to be discussed are listed in the descending order of priority in the agenda- i.e. from the most important to the least important items. Sometimes, the simple issues may be listed first and then the more complicated issues.

AGENDA

DATE


:
March 5th 2011

TO


:
(Name of all meeting participants)

FROM


:
(Name of Chairperson)

SUBJECT

:
Planning for the inauguration of new Manipal office

TIME


:
Monday, March 10th, from 9:30 to 11 am

PLACE

:
Fourth floor Conference Room

BACKGROUND
:
The inauguration of the new Manipal University learning Office will take place on March 15th, as previously scheduled. Completion of the following tasks will keep us on target and ensure that the new office becomes functional. 

We will discuss the following items:

a).
Office Equipment Needs: (Name of the person responsible for making a presentation and initiating discussion)

b).
Office Decoration: (Name of person responsible for making a presentation and initiating discussion)

c).
Advertising and publicity: (Name of person responsible for preparing advertisements and pas releases).

Q.5.
Distinguish between circulars and notices along with format.

Ans.:
Circulars and notices are also written forms of communication within the organization. The difference between a circular and a notice is that circulars are announcements that are distributed to small or selective groups of people within the organization, whereas notices are meant for a larger group of people.

Example – If a manager wants to call a meeting of heads of departments, he will pass around a circular only to the heads, requesting them to attend that meeting. On the other hand, notices generally contain information or announcements that are meant for all the employees of an organization.

Example – A list of declared holidays for a calendar year is a notice, since the information is relevant to all employees. A notice is therefore a legal document that has to be put up on an official notice or bulletin board.

Let us examine another example of a circular and a notice-

Imagine that you are the President of the Student Committee in a management college and wish to hold a meeting to plan for the Annual Management Fest of the college. You will have to send some information to those whom you want to involve in organizing the Fest. You may not want all the students to be involved initially, since it may take a lot of time and there may be too many suggestions. Instead, you may choose to invite only the committee members to discuss details such as the date, venue, duration, how to get sponsors and so on. For this purpose, you may send a circular only to the student committee members, requesting them to attend the meeting.

During the meeting, the date and venue may be finalized and various smaller committees may be formed, such as a reception committee, stage committee and so on. You may also decide to get each student to contribute a nominal amount for the Fest. In order to announce these details and to ask for student contributions, you may then put up a notice on the official college notice board, which all students can see and respond to. A sample circular and notice are given below -
Note that a circular, like a memo is brief and to the point. It has a caption that indicates the message to be conveyed, like a memo, there is no formal salutation or close.

The above notice is meant for all employees of the organization. It has a reference number, date and a subject, similar to a memo. The notice covers two different issues related to one subject. Employees are first informed that a holiday has been declared to celebrate Manipal Family Day. Then the same notice mentions a different working day to compensate for this holiday. Sometimes, under special circumstances, notices may also be sent to individual employees. An example of this type of notice is the “Show Cause Notice”, which is sent when an employee is found to be guilty of major misconduct. The notice mentions the allegations against the employee and asks for a written explanation within a specified time, failing which the action that would be taken against him/her (e.g., being suspended from the job) is stated. Notices are read by a large number of people and can also be used as evidence in court cases. Therefore, care must be taken when writing them. They have to be worded very precisely and clearly, to make sure that there is no ambiguity. They should also be brief and to the point. The tone should be firm, but not offensive and arrogant. Depending on the type of notice, the duration of display of a notice is specified under various legal provisions.

Q. 6
You are a sales manager for a particular brand of mixer and blender. Frame a sample bad news letter telling a customer about that her claim for the product replacement is rejected on the grounds that the product didn’t have any defect during the sale.

Ans.:
The routing claim and adjustment letters given below are written using the direct organizational plan.

Dear Customer Services Representative,

I am writing this to request you to replace the Mixer and blender, which you had mailed to me last week.

I was very impressed with your TV advertisements of Mixer and Blenders. Your statement “100% satisfaction guaranteed” made me place an immediate order and send you a cheque for Rs. 1000. This seems to be an outstanding Mixer and Blender, but it arrived with damaged on one side, which unable to work when we used.

I am confident that you will live up to this guarantee. I am returning the Mixer and Blender to you and would like another one in first class condition. In case you do not have one in stock, I would like to request a refund.

Sincerely,

John smith    

Note that in above letter, the action or adjustment is requested in the very first sentence. The second paragraph explains the details supporting the request for action.

The closing is friendly, expressing confidence that the request will be granted.
Assignment Set – 2

Q.1
As a part of top management team, how would you communicate to your shareholders about the company’s expansion plans?

Ans.:
Shareholders are important internal stakeholders of an organization, since they are the owners of the company. Since the capital required is huge, there are no proprietors and partners any more. As organization grows, shareholding is widely scattered. Therefore, it is essentials to retain the shareholders, confidence in the company’s management, through effective communication with them on a regular basis. There are two situations when shareholder communication is extremely vital.
If a company is doing well and wants to expand its scope of operations, or diversify into unrelated areas. In this case, good shareholder relations can help to raise the required capital and minimize borrowing from banks and financial institutions.

The appropriate media for communication with shareholder include both oral and written periodic mailers should be sent to all shareholders, giving a fair and truthful representation of the company’s results and progress on various fronts. In areas where there is an aggregation or concentration of shareholders, shareholder meeting and conferences should be held, making presentations on the company’s progress. When the company is going through a crisis, shareholders should be taken on project site and factory visits, to show them the measures that are being taken to solve the problem.

The overall guiding factor in communicating with shareholders should be that they are the owners of the company.

Two examples are giving below of two companies, cognizant and reliance that are well known for effective shareholders communication.

COGNIZANT’S COMMUNICATION WITH SHAREHOLDERS

Cognizant is a leading provider of IT services, based in New Jersey, USA. They have won national acclaim in the US financial media for being one of the most shareholder friendly companies in the US.

In a survey where respondents were asked to rate various companies on criteria such as financial performance, communication with shareholder, investor relations and quality of corporate governance, Cognizant was ranked the highest.

Shareholder friendly companies were described was described by respondents as those that are known for their policy of openness and high quality of communication with their shareholders.

RELIANCE’S COMMUNICATION WITH SHAREHOLDERS

In India, one out of every four investors is a shareholder of Reliance.

The company has set up a firm of chartered Accountants as Internal Security Auditors, to audit the transactions and communication with shareholders.

The board of directors of the company has also appointed shareholders’/Investors’ Grievance Committee, for examining and responding to shareholders’ complaints with regard to transfer of shares, non-receipt of balance sheet, declared dividends, etc. The committee also makes recommendations on how to improve the overall quality of investor services.

Q.2
ABC Ltd. wants to communicate about its corporate image to all its stakeholders and also to the general public. As an advisor, how do you recommend them to do it?

Ans.:
Business letters are used primarily to communicate with stakeholder such as consumers, intermediaries, government and bankers. The principle of business letter writing is somewhat different from the principles of writing general letters. Before we go into the specifics of business letter writing, let us look briefly at some of these principles-

a). Consideration and Courtesy: It is very important to retain the goodwill of customers and other external publics. A discourteous, rude letter can make you lose business. Therefore, the business letter should be extremely polite at all times and mindful of the ‘P’s and “Q”s, i.e. the words “please, thank you and sorry.”  Even if you happen to get a rude letter from a customer, you must respond politely, in order to retain the customer.

If the company has been at fault, it is important to apologize to the customer for the mistake and for the inconvenience caused. The overall tome should not be negative. For example, avid saying “We cannot grant your request.” Instead state it in a more tactful way, explaining the reasons for not being able to grant the request. If you are sending a job rejection letter to a candidate, it should be worded politely and in a positive tone.

Consideration means that you should appeal to the reader’s interest. The importance of stressing the “you attitude” rather than the “me attitude” was dealt with in an earlier unit. This is similar to the language of advertisements, which talk about the benefits of the product to the end user. For example, instead of saying “We will be open 24 hours”, say “You can avail of round-the-clock service.”

b). Directness and conciseness: Business letter should be brief and to the point, avoiding unnecessary details and about expressions. A typical Indian tendency is to be too wordy or verbose. Using redundancies and unnecessary words. Business letters should give maximum information to the reader, using minimum words.

c). Clarity and precision: Business letters should be clearly worded, avoiding the use of technical terms, and slang words. Concrete words should be used, so that there is no ambiguity. Example: Instead of saying “I received your communication”, it is better to be more precise by saying “I received your letter.” The letter should include a single main idea and paragraphs should be used to elaborate on sub ideas.

d). Appearance: Apart from the content, the format, layout and overall look of the letter should be equally appealing to the reader. Attention should be paid to the quality of paper used. The margins should be appropriate, including one inch on each side and one and a half inches on top and at the bottom.

A business letter should include the following standard components -

a). Date in the upper right hand corner

b). The “To” address above the salutation in the upper left hand corner

c). The salutation – when addressing a firm, “Messr” should be used before the name of the firm. Since business letters are formal, the appreciate salutation when addressing an individual is “Dear Mr./Ms.” Followed by the last name, rather than the first name, which is informal. If salutation, such as “Dear Customer or Investor”

d). Sometimes an Attention Line may be included below the salutation, in order to ensure prompt action. For example, “Attention”: John Smith, HR manager.

e). The Body of the letter includes an explanation of the main ideas.

f). The Close is the ending of the letter and should be polite and friendly, so as to retain goodwill. A standard close for a business letter is Your faithfully or sincerely.

g). Enclosure - Sometimes, a business letter may include an enclosure such as a pamphlet or a brochure, in which case this should be indicated at the end, below the signature line, as Encl:2”, meaning two enclosures.

Q.3
what is oral business communication? Explain its benefits to the organization and to the individual employee.

Ans.:
According to a 2005 study published in the Journal of Employment Counseling, oral communication skills are being increasingly sought after by employers. When surveying over 100 successful businesses, researchers found that more and more employers are emphasizing the development of good speaking skills in their employees. With this in mind, the concept of oral communication is an important idea to study and understand in the context of business.

Presentations:

One form of oral communication in a business setting is a presentation. Presentations are usually an organized conveyance of information to a group of people. Stylistically, they tend to be far more formal than informal, and rely more heavily on data and facts than they do analysis. Presentations are sometimes more persuasive in nature, like a pitch for an ad campaign, but tend to be informative more often, such as an employee briefing or a report on quarterly earnings. Presentations may include some dialog after the sender of the message has finished their speech, but they are, by and large, much more monologue reliant. This makes it important for the speaker to anticipate possible objections to the message and address them in the actual speech.

Client Interaction:
Another form of oral communication in business encompasses interaction with clients. Depending on the level of connection between the employee and the client, the communication in these interactions can range from incredibly formal to informal and casual. These interactions usually include a combination of data and analysis, and will be more persuasive than informative in nature, as the employee is trying to encourage continued and expanded business with the client. Because of the nature of these interactions, the communication is definitely a dialog, making listening skills incredibly important.

Interoffice Interaction:
Oral communication in the office can be referred to as interoffice interaction. This is comprised of conversations with superiors, subordinates and co-workers. Depending on the levels of power separation between the individuals engaging in conversation, the communication will fluctuate between formal and informal, though it should always remain professional. Conversations in this context may reference data, but will be much more analysis heavy, and will be a dialog by nature.

Benefits:

Oral communication in business provides a variety of benefits. First, oral communication is accompanied by nonverbal signifiers, which provides context that can enhance understanding in the communication process. Posture, facial expressions, and habitual movements may provide clues as to an individual’s feelings about the ideas being discussed. Even in telephone conversations, pitch, rate, volume and tone of the respective speakers can help in understanding sentiments.

Oral communication also provides a springboard for relational development. Unlike with email, memos and chat functions, which tend to take a task-oriented approach to communication, the immediacy involved in oral communication allows for instant feedback and a more relational approach. This is important, as strong relationships in business often lead to more profitable and productive cooperation.

Q.4.
Give short notes on communication network in the organization.

Ans.:
Networks are another aspect of direction and flow of communication. Bavelas has shown that communication patterns, or networks, influence groups in several important ways. Communication networks may affect the group's completion of the assigned task on time, the position of the de facto leader in the group, or they may affect the group members' satisfaction from occupying certain positions in the network. Although these findings are based on laboratory experiments, they have important implications for the dynamics of communication in formal organizations. There are several patterns of communication:

Chain

Wheel

Star

All-Channel network,

Circle

The Chain can readily be seen to represent the hierarchical pattern that characterizes strictly formal information flow, "from the top down," in military and some types of business organizations. The Wheel can be compared with a typical autocratic organization, meaning one-man rule and limited employee participation. The Star is similar to the basic formal structure of many organizations. The All-Channel network, which is an elaboration of Bavelas's Circle, is analogous to the free-flow of communication in a group that encourages all of its members to become involved in group decision processes. The All-Channel network may also be compared to some of the informal communication networks.

If it's assumed that messages may move in both directions between stations in the networks, it is easy to see that some individuals occupy key positions with regard to the number of messages they handle and the degree to which they exercise control over the flow of information. For example, the person represented by the central dot in the "Star" handles all messages in the group. In contrast, individuals who occupy stations at the edges of the pattern handle fewer messages and have little or no control over the flow of information. These "peripheral" individuals can communicate with only one or two other persons and must depend entirely on others to relay their messages if they wish to extend their range.

In reporting the results of experiments involving the Circle, Wheel, and Star configurations, Bavelas came to the following tentative conclusions. In patterns with positions located centrally, such as the Wheel and the Star, an organization quickly develops around the people occupying these central positions. In such patterns, the organization is more stable and errors in performance are lower than in patterns having a lower degree of centrality, such as the Circle. However, he also found that the morale of members in high centrality patterns is relatively low. Bavelas speculated that this lower morale could, in the long run, lower the accuracy and speed of such networks.

In problem solving requiring the pooling of data and judgments, or "insight," Bavelas suggested that the ability to evaluate partial results, to look at alternatives, and to restructure problems fell off rapidly when one person was able to assume a more central (that is, more controlling) position in the information flow. For example, insight into a problem requiring change would be less in the Wheel and the Star than in the Circle or the Chain because of the "bottlenecking" effect of data control by central members.

It may be concluded from these laboratory results that the structure of communications within an organization will have a significant influence on the accuracy of decisions, the speed with which they can be reached, and the satisfaction of the people involved. Consequently, in networks in which the responsibility for initiating and passing along messages is shared more evenly among the members, the better the group's morale in the long run.

Q. 5
What are the different types of business letters? Explain with example.

Ans.:
Business letter is an old form of official correspondence. A business letter is written by an individual to an organization or an organization to another organization. Business letters are written for various purposes. One writes a letter to enquire information, apply for a job, acknowledge someone's work, and appreciate one's job done, etc.

As the motive of writing the letter is different, the style of the letter changes and you get different types of business letters. The various types of business letters are used by different people to serve their purpose of sending the message across. Let's take look at the most common types of business letters:

Acknowledgement Letter: This type of letter is written when you want to acknowledge someone for his help or support when you were in trouble. The letter can be used to just say thanks for something you have received from someone, which is of great help to you.

Apology Letter: An apology letter is written for a failure in delivering the desired results. If the person has taken up a task and he fails to meet the target then he apologizes and asks for an opportunity to improve in this type of letter.

Appreciation Letter: An appreciation letter is written to appreciate some one's work in the organization. This type of letter is written by a superior to his junior. An organization can also write an appreciation letter to other organization, thanking the client for doing business with them.

Complaint Letter: A complaint letter is written to show one that an error has occurred and that needs to be corrected as soon as possible. The letter can be used as a document that was used for warning the reader.

Inquiry Letter: The letter of inquiry is written to inquire about a product or service. If you have ordered a product and yet not received it then you can write a letter to inquire when you will be receiving it.

Order Letter: This letter is as the name suggests is used for ordering products. This letter can be used as a legal document to show the transaction between the customer and vendor.

Letter of Recommendation: This type of letter is written to recommend a person for a job position. The letter states the positive aspects of the applicant's personality and how he/she would be an asset for the organization. Letter of recommendation is even used for promoting a person in the organization.

Q.6
Prepare your resume highlighting your personal achievements, job experience if any and educational background. Also prepare a cover letter to the organization where you want to apply and the position to be applied for.

Ans.:
Amit Kumar agrawal

207, Summer Block

“The Residences”

57, Benson Cross Rd.,

Bangalore 560046

Phone (080)- 23537133

Mobile – 98450 – 31352

Email – amitagrawal@yahoo.com

OBJECTIVE:
Middle to senior level position in the area of client servicing, in an Advertising Agency.

EDUCATION:M.S., Advertising & Marketing, the University of Taxes at Austin, Texas, USA, September 2005.
B.A. Mass Communication, Mount Carmel College, Bangalore, May 2001.

EXPERIENCE: Account Supervisor, Ogilvy & Mather, Bangalore, October 2005 – present. Independently handle the advertising campaigns of prestigious FMCG.     Clients, such as Hindustan Unilever. Supervisor a team of client service executives.

Client Service Executive: Sista Saatchi & Saatchi, Bangalore, June 2002 – June 2003.

Assisted account supervisor in pre-launch advertising activities for a number of new product launches.

Management Trainee, Hindustan Thompson associates, Bangalore, June 2001 – 2002

Went through all-round training in the different departments of an advertising agency, with emphasis on client servicing.

ACTIVITIES & INTERESTS: Member, Advertising Club, Bangalore, 2007- present Member, Bangalore Management Association, Bangalore, 2006 – present

Consulting Editor, Advertising & Marketing magazine, Bangalore, 2005 – present.

REFERENCES:  Available on request.
A job application letter is also known as a “cover letter”, since it introduces or covers the major points mentioned in the resume. It is prepared after the resume. A resume by itself is incomplete, unless it is accompanied by a cover letter. The cover letter, like the resume, should be well written and presented, since it creates a first impression and can get you an interview.

Cover letter should be written much like sales letters, using all the techniques of persuasion. You have to sell yourself to a prospective employer, in the same way that you sell a product to a prospective customer. Cover letter can also be used to personalize your qualification for your specific job.

The HR Manager

East West Infotainment

Bidadi Industrial area

Bangalore 560 035

April 8, 2010

Dear HR manager,

Sub. Application for the position of management training.

I am writing this with respect to your advertisement in the times of India ascent, dated April, 5 2010, for the position of management training with specialization in human resources.

I believe that my qualification and experience will match the needs of the above position. I have recently completed my MBA from Sikkim Manipal University via distance education, with specialization in human resources. My final MBA project was on “HR Recruiting Policies” in ampersand information system, Bangalore. In addition, I have also work on a part time basis with IT recruitment in Bangalore, for around 6 month. 

I am enclosing my resume along with an executive summary of my project report, for your review. I request to give me the opportunity of an Interview with you at your earliest convenience. 

Thanking you,

Sincerely 

Amit agrawal 

*********************************
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