Task 1: Communication Through Writing

Today’s digital business environment is global, fast paced, and highly competitive. As a business professional, it is imperative you communicate effectively throughout your daily activities. In this task, you are asked to demonstrate your proficiency in communicating as a business professional.
REQUIREMENTS

Your submission must be your original work. No more than a combined total of 30% of the submission and no more than a 10% match to any one individual source can be directly quoted or closely paraphrased from sources, even if cited correctly. An originality report is provided when you submit your task that can be used as a guide.

You must use the rubric to direct the creation of your submission because it provides detailed criteria that will be used to evaluate your work. Each requirement below may be evaluated by more than one rubric aspect. The rubric aspect titles may contain hyperlinks to relevant portions of the course.

A.  Write a cover letter (suggested length of 1 page) for a job you applied for online, using business writing techniques to justify why you should be hired. (You may use “Cover Letter Guidelines” as a reference in the web links below.)

Note: Consider the following questions when composing your cover letter:
•  Why is this position of interest to you?
•  What qualifies you for this position?
•  Why are you a good fit for this specific position?
•  Why are you a good fit for the company as a whole?


B.  Create a business-to-business sales meeting invitation in the form of an email (suggested length of 1 page) for your hypothetical company’s clients.

Note: Consider the following questions about this meeting when composing your invitation:
•  What is the purpose?
•  Why should the client be present?
•  What is the format (e.g., video chat, in-person, phone conference)?

C.  Write an essay (suggested length of 1–2 pages) explaining the importance of incorporating cultural sensitivity when interacting with international clients.

D.  Acknowledge sources, using in-text citations and references, for content that is quoted, paraphrased, or summarized.

E.  Demonstrate professional communication in the content and presentation of your submission.


Cover Letter Guidelines 
 
[bookmark: _GoBack] 
To write an effective cover letter: 
 
1. Review the job description and note three requirements or roles for the position to which you are applying. a. What roles and responsibilities will be most significant for this position? b. What will you be doing and what skills are required? 
 
2. Cite your top three accomplishments that make you qualified for the position. a. What are your top three key experiences that relate to this position? b. What accomplishments will motivate the reader to call you for an interview? 
 
3.  Review format and guidelines in the cover letter template below (a step-by-step cover letter writing guide). 
 
4. Proofread and spell check your letter. Also, have someone review and critique your cover letter before you send it. 
 
  

 







Cover Letter Template 
 
Your mailing address City, State and Zip Your phone number Your email address 
 
Full Date (January 10, 20xx) 
 
Employer’s full name and title (or organization) Employer’s full mailing address 
 
Dear Mr. / Ms. Recruiter Last Name (or Dear Hiring Manager): 
 
Introduction (3-5 Sentences):  State why you are writing, naming the specific position or type of work for which you are applying and how you heard about the opportunity  Tell something you know about the organization; prove that you have done some research on the company and position 
 
Middle Paragraphs (2 paragraphs total – 3 to 5 sentences per paragraph):  Review the job description and employer website for information on areas to highlight in this section  Focus each paragraph on one specific skill or experience  USE EXAMPLES FROM YOUR RESUME: employment, coursework, military training, volunteer experience  Include successes, accomplishments and achievements demonstrating why you are an ideal candidate 
 
Conclusion (3-4 sentences):  Restate your interest in the position (e.g. I am excited about the opportunity to...)  Include a follow up plan (e.g. I will contact you by phone/email the week of Month/Day to answer any questions you may have)  Thank the employer for their time and consideration 
 
Sincerely, 
 
Your Signature (unless emailed) Your name typed 
 
It is appropriate to follow up your cover letter and resume with a phone call or email in about three days.
