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1. Keep your letter short enough for someone to read in 10 seconds. 

2. Hook your reader's interest in the first sentence. 

3. Pick two or three skills from the job description and show you have them. 

4. Use numbers and statistics to back up your claims. 

4. Don't just rehash your résumé in paragraph form.

5. Address your cover letter directly to the hiring manager or recruiter. 

6. Customize your tone for the company culture.

7. Proofread carefully, and consider getting a second pair of eyes. 

7 New Rules For Writing The Perfect Cover Letter
By Alison Griswold















Using Plain Language

Can be understood 
on first read

More profitability due to
less wasted time interpreting 
message

Easily Grasp 
Your Meaning

Presenter
Presentation Notes
Plain language is a way of presenting information in a simple, unadorned style so that your audience can easily grasp your meaning without struggling through specialized, technical, or convoluted language. The Plain English Campaign (a nonprofit group in England campaigning for clear language) defines plain English as language “that the intended audience can read, understand and act upon the first time they read it.” You can see how this definition supports using the “you” attitude and shows respect for your audience. In addition, plain language can make companies more productive and more profitable simply because people spend less time trying to figure out messages that are confusing or that are not written to meet their needs.�
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What is Nonverbal 
Communication?

“The process of conveying a message 
without the use of words” 
• Gestures and facial expressions
• Timing, posture and where you stand 
• It can help or hinder the clear 

understanding of your message
• Doesn’t reveal (and can even mask) 

what you are really thinking.



Nonverbal communication is irreversible. 

In written communication, you can write a clarification, 
correction, or retraction. While it never makes the original 
statement go completely away, it does allow for correction. 

Nonverbal communication takes it one step further. You 
can’t separate one nonverbal action from the context of all 
the other verbal and nonverbal communication acts, and 
you can’t take it back.

People often pay more attention to your nonverbal 
expressions more than your words. As a result, nonverbal 
communication is a powerful way to contribute to (or 
detract from) your success in communicating your 
message to the audience.



Nonverbal Communication Is Fast

Nonverbal communication gives our thoughts and feelings 
away before we are even aware of what we are thinking or 
how we feel. People may see and hear more than you ever 
anticipated. 

Your nonverbal communication includes both intentional 
and unintentional messages



We Believe Nonverbal Communication More than Verbal

• Reduction in eye contact while engaged in a 
conversation

• Awkward pauses in conversation
• Higher pitch in voice
• Deliberate pronunciation and articulation of words
• Increased delay in response time to a question
• Increased body movements like changes in posture
• Decreased smiling
• Decreased rate of speech



When a speaker and the audience first meet, nonverbal 
communication in terms of space, dress, and even personal 
characteristics can contribute to assumed expectations. The 
expectations might not be accurate or even fair, but it is 
important to recognize that they will be present. There is 
truth in the saying, “You never get a second chance to make 
a first impression.”

Speaker/Audience Relationship



A few nonverbal communication cues you may notice 
throughout the day…

1. Maintaining regular eye contact

Keeping your eyes on the person you’re speaking with 
rather than on your computer, paperwork or cell phone lets 
them you’re listening to their input. Maintaining eye 
contact while you’re replying to them also keeps the 
conversation engaging and builds more of a relationship 
between coworkers.



2. Strong presentation and appearance

Proper grooming and professional attire such as business 
suits or blazers can express your seriousness or 
professionalism you bring to the company. 



3. Keeping an upright posture

Sitting or standing upright can show you’re engaged in the 
current matter while also portraying a confident 
appearance.



4. Expressing kindness or professionalism through touch

A slight touch on the arm or pat on the back can be a way to 
show your support or encouragement without vocally 
expressing it.



5. Displaying engaging facial expressions

Smiling, nodding along and using your eyebrows as 
expression can help you best showcase a positive reaction 
when having a conversation.



6. Providing enough space to maintain a conversation

If you’re sitting down before a meeting with a large group 
of people and notice a coworker interested in talking, you 
can get up and sit next to them. 



7. Using hand gestures to express feeling 

Hand gestures can also express friendliness or appreciation, 
like waving to someone from across the room to greet them or 
giving them a thumbs up to express a job well done after a 
presentation. 



8. Showing feeling through body movement

Your body language can also express how engaged you are 
throughout a conversation. For example, if you’re watching a 
coworker give a presentation and are sitting with your arms on 
the table or down at your side, rather than crossed on your chest, 
this can show you’re engaged in their presentation.

* Source – Indeed.com



Nonverbal communication matters as soon as you walk in the 
office door. If you come to an interview reeking of cigarette 
smoke or chewing gum, you will already have one strike against 
you. Too much perfume or not enough deodorant won't help 
either.

Not being dressed appropriately or having scuffed shoes will give 
you a second strike. Talking on your cell phone or listening to 
music while waiting to be called for the interview may be your 
final strike.

What's important when interviewing is to appear professional, 
attentive, and confident throughout the interview process.

Nonverbal Communication Matters - Interviews



What to Bring to an Interview

• Portfolio or pad holder with a copy of your resume and a 
list of references on quality paper

• Work samples (if relevant)
• Notepad and pen
• Breath mint (before you enter the building)



What Not to Bring to an Interview

• Cell phone
• Gum
• Cigarettes
• Candy
• Soda or coffee
• Scuffed shoes and messy or not-so-clean clothes



During the Interview

1. Make eye contact with the interviewer for a few seconds at a time.
2. Smile and nod (at appropriate times) when the interviewer is talking, but don't 

overdo it. Don't laugh unless the interviewer does first.
3. Be polite and keep an even tone to your speech. Don't be too loud or too quiet.
4. Don't slouch.
5. Do relax and lean forward a little towards the interviewer so you appear 

interested and engaged.
6. Don't lean back. You will look too casual and relaxed.
7. Keep your feet on the floor and your back against the lower back of the 

chair.
8. Pay close attention to the interviewer. Take notes if you are worried you will 

not remember something.
9. Listen.
10. Don't interrupt.
11. Stay calm. Even if you had a bad experience at a previous position or were 

fired, keep your emotions to yourself and do not show anger or frown.
12. Not sure what to do with your hands? Hold a pen and your notepad or rest an 

arm on the chair or on your lap, so you look comfortable. Don't let your arms 
fly around the room when you're making a point.



Nonverbal Communication at the End of the Interview

Before leaving the interview, be sure to give the interviewer 
another firm handshake and smile. On your way out, say 
goodbye to the receptionist or anyone else you spoke to 
during the interview.

Your verbal communication is important too. Don't use slang. 
Speak clearly and definitely. Remember your manners and 
thank the interviewer for taking the time to meet with you. 



Questions?


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Using Plain Language
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	What is Nonverbal Communication?
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40

