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Question 1.
American Statistical Association (ASA).
The American Statistical Association is the leading professional institute for statisticians and the associate professionals in the United States of America. It provides services to quantitative scientists, statisticians and other statistics users across diverse academic areas. Below is the organizational analysis of how it meets specified major goals:
Positive letters and message: through its qualified staff, American Statistical Association ensures that letter writing procedures are followed from opening, body to closing. In the opening, the letter begins with the main idea and reasons. The body contains details that describe the request while closing addresses the specific action that the organization wants to be taken and a concluding thought (Thill & Bovée, 2013). 
Persuasive and marketing messages: the organization applies this communication and marketing tool by identifying a target market, challenges associated with the market, identifying a solution for the market. It also provides a description of the outcomes the organization has provided for other people and then effective communication to make a difference with competitors hence creating an effective marketing message.
Negative messages: delivering bad news is the most difficult aspect of communication. The ASA management does this by getting straight to the essential message while presenting clarity and understanding. The management aims at maintaining trust as well as honesty to its employees, the public, and stakeholders.
Employment process/documents: the organization increases efficiency in employing and retaining employees by following the recommended recruitment steps. This is by identifying the vacancy, issuing position description, developing recruitment plan, outline recruitment committee and plan, conducting interviews and concluding the employment process (Allweyer, 2016).
Leadership/Meeting management/Internal oral communications: communications is essential leadership skill. The American Statistical Association ensure this through effective communication planning. The manager tries to give feedback on important staff questions, visiting staff at workplaces and listening to their ideas concerning the organization. 
External/global oral communication: ASA management ensures this external oral communication by conducting face-to-face communications, telephone conversations, and discussions through business meetings which includes managers for organizations from different parts of the world. The organization has established customer care desk where customer affairs can be addresses sooner as they arise.
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Question 2.
The cover letter is a document written to accompany your resume together with other application documents when applying for a job. No resume should be sent without a cover letter. The application letter does not just show what is in the resume, but it shapes and explains the information concerning your work history while outlining all previous experiences that will help in succeeding at the job you are applying for. It is an addition to your resume and shows your knowledge of the employer’s requirements.
The main purpose of cove letter is to introduce to yourself to an association, to show your interest in the organization and specific vacancy (Sarmiento, 2014). It draws employer’s attention to your resume and encourages the reader to interview you. More often, the application letter is the first document that future employer comes across. It should be neat and brief to motivate the employer to go through your resume with better interest thereby increasing your chances of getting interviewed.
In conjunction with the cover letter is the resume which is designed to give a summary of your experiences, qualifications, education, skills, and knowledge acquired thus giving a clear example of the specific accomplishments you can achieve. The application letter should obey by discussing your interests in the organization to which you are willing to work for and highlights accompanying resume about your valid and relevant transferable skills (Rivera, 2016). Before preparing the application documents, it is advisable to conduct a thorough research of the organization so that you can prepare a cover letter and resume to bother the willingness of the organization management. 
The application letter and resume are important communication tools which help to show the management that you mean business. If they are well presented, they should use clear suggestions to show what you want to communicate directly. Application letters and resumes are like two sides of the same coin. Resume cannot be sent without a cover letter. The two tools support each other for efficiency.
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