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I. Communicating negative news effectively
A. Identifying your goals in communicating negative news
1. A person goal is to make readers understand and accept bd news( explaining clearly and completely
2. Staying calm even when customers sound threatening (Projecting a professional image).
3. Using language that respects the receiver as well as reduces feelings. (it conveys empathy and sensitivity)
4. Accept negative news regardless of the situation( Being fair)
5. Demonstrating one's desire to continue pleasant and healthy relations (maintaining friendly relationships. 
II. Analyzing negative news
A. When to use the direct strategy
1. When bad news is insignificant and not damaging
2. When the receiver is likely to overlook bad news.
3. When directness is a key component by all parties involved.
4. When there is need to be firm 
B. When to use the indirect strategy
1. In cases where bad news are disappointing 
2. When it is likely that  bad news will result in a hostile reaction 
3. When customer relationship is at risk
4. In cases where bad news are unexpected
C. Keeping the indirect strategy ethical
1.  Adopt ways which soften the blow of bad news 
2. The ethical communication process depends on the sender of the information, not the receiver.
III. Composting negative messages
A. Opening indirect messages with a buffer
1. Start with the best news
2. Complete the receiver of the message
3. Convey thanks after transacting the message
4. Cater to an agreement which makes the information relevant
5. Provide objective information
B. Apologizing
1. Apologize with sincerity
2. Accept and take charge of the responsibility
3. Use fair and good judgment
C. Showing empathy
1. Involves when writing to an unhappy customer
2. When laying off employees
3. When responding to a complaint made
4. When showing feelings
D. Presenting the reasons
1. Applied when explaining clearly
2. Inciting reader
3. When explaining the policy of companies
4. Involves choosing positive words
E. Cushioning the bad news
1. It is done by using strategy
2. Requires use of passive voice
3. When implying a refusal 
4. When providing an alternative for the bad news
IV. Refusing typical requests and claims
A. Rejecting request for favors, money information, and action
1. Through rejecting donations
2. Explanation of why the company cannot donate
B. Dealing with a disappointed client
1. Handling them differently
C. Managing negative news and reviews
1. Be smart
D. Denying claims
1. Don’t blame customers
2. Explanation of different policies
V. Managing bad news within the organization
A. Personal delivering of bad news
B. Refusing workplace request
C. Announcing of bad news to employees
Chapter 8: Persuasive messages
I. Understanding persuasion in a social and mobile age
A. How persuasion has changed in the digital age
1. There has been a rise of persuasive messages
2. Persuasive Messages Spread at Warp Speed
3. Organizations of All Stripes Are in the Persuasion Business
4. Persuasive Techniques Are More Subtle and Misleading
5. Persuasion Is More Complex and Impersonal.
II. Planning and Writing Persuasive Requests
A. Crafting an Effective Persuasive Message
1. Analyzing the First Draft
2. Revising the First Draft
III. Writing Effective Persuasive Claims and Complaints
A. Developing a Logical Claim Message
1. Be sure of the conveyed message
B. Using a Moderate Tone
IV. Crafting Persuasive Messages in Digital Age Organizations
A. Persuading Employees: Messages Flowing Downward
1. Paying Attention to Tone
2. Presenting Honest, Accurate Evidence
B. Persuading the Boss: Messages Flowing Upward 
1. Use recommendation aspect
V. Creating Effective Sales Messages in Print and Online
A. Betting on Highly Targeted, Relevant Direct Mail
1. Specialize in more profitable products
B. Considering the Value of Sales Letters
1. Gaining Attention in Sales Messages
2. Building Interest With Rational and Emotional Appeals.
3. Reducing Resistance and Building Desire
C. Putting Together All the Parts of a Sales Message
1. Being organized and focused
D. Writing Successful E-Mail Sales Messages
1. Utilizing all the available resources
E. Best Practices for Online Sales Messages
1. Craft a catchy subject line
2. Keep the main information
3. Make the message short, conversational, and focused
F. Writing Short Persuasive Messages Online
1. Promoting businesses online 
2. Regular posting of progress
Chapter 9: informal reports
I. Preparing Reports in the Digital Age
A. Basic Report Functions
1. Informational Reports
2. Analytical Reports
B. Organizational Strategies
1. Direct Strategy
2. Indirect Strategy
C. Informal and Formal Writing Styles
1. Choose formats that feets the audience
II. Report Formats and Heading Levels
A. Typical Report Formats
1. Digital Formats and PDF Files
2. Digital Slide Decks
3. Infographics
4. E-Mail and Memo Formats
5. Forms and Templates
6. Letter Format
B. Effective Report Headings
1. Construct a clear hierarchy of heading levels
2. Capitalize and emphasize carefully
3. Create grammatically equal heading levels
4. For short reports use one or two heading levels
5. Include at least one heading per report page, but don’t end the page with a stand-alone heading.
6. Apply punctuation correctly
7. Keep headings short but clear
III. Identifying the Problem, Defining the Purpose, and Collecting Data
A. Determine the Problem and Purpose
1. Include problem statement and statement of purpose
B. Collect Information From Secondary and Primary Sources
1. Company Records
2. Printed Material
3. Digital Resources
4. Observation
5. Surveys and Questionnaires
IV. Preparing Short Informational Reports
A. The trip, Convention, and Conference Reports
1. Begin by identifying the event (name, date, and location) and previewing the topics that were discussed
2. In the body, summarize the main topics that might benefit others in the organization
3. Itemize your expenses, if requested, on a separate sheet
B.  Progress, or Interim, Reports
1. Specify the purpose and nature of the project in the opening
2. Provide background information if it gives the reader a better perspective
3. Describe the work completed so far
4. Explain the work currently in progress, including names, activities, methods used, and locations
C. Minutes of Meetings
1. Begin with the name of the group, as well as the date, time, and place of the meeting
2. Identify the names of attendees and absentees
3. State whether the previous minutes were approved or revised
4. Record the discussions of old business, new business, announcements, and committee reports briefly
5. Include the precise wording of motions; record the votes and actions taken
6. Conclude with the name of the person recording the minutes. Formal minutes may require a signature
D. Summaries
1. State the main idea or purpose as well as the source of the document being summarized
2. Explain why the article was written
3. Include major points but omit illustrations, examples, and references
4. Paraphrase from the article without copying passages
5. If requested to do so, include your reaction or overall evaluation of the document
V. Preparing Short Analytical Reports
A. Justification/Recommendation Reports
1. Direct Strategy
2. Indirect Strategy
B. Feasibility Reports
1. Announce the decision immediately
2. Provide a description of the background and problem necessitating the proposal
3. Discuss the benefits of the proposal
4. Describe the problems that may result
5. Calculate the costs associated with the proposal, if appropriate
6. Show the time frame necessary for implementing the proposal
7. Conclude with an action request if appropriate
C. Yardstick Reports
1. Begin by describing the problem or need
2. Explain possible solutions and alternatives
3. Establish criteria for comparing the alternatives; tell how the criteria were selected or developed
4. Discuss and evaluate each alternative in terms of the criteria
5. Draw conclusions and make recommendations
Chapter 10: Proposal and formal reports
I. Preparing Business Proposals
A. Types of Business Proposals
1. Informal or Formal
2. Internal or External
3. Solicited (RFP) or Unsolicited
B. Components of Informal Proposals
1. Introduction
2. Background, Problem, and Purpose
3. Proposal, Plan, and Schedule
4. Staffing
5. Budget
6. Conclusion and Authorization
II. Preparing Formal Business Reports
A. Steps to Follow in Writing Formal Business Reports
1. Determine the Purpose and Scope of the Report
2. Anticipate the Needs of the Audience
3. Decide on a Work Plan and Appropriate Research Methods
4. Conduct Research Using Primary and Secondary Sources
5. Organize, Analyze, and Draw Conclusions
6. Design Graphics to Clarify the Report’s Message
B. What to Review When Editing Formal Business Reports
1. Format
2. Consistency
3. Graphics
4. Heading levels
III. Collecting Information Through Primary and Secondary Research
A. The Web
1. Web Search Tools
2. Applying Internet Search Strategies and Techniques
3. Wikipedia and Other Encyclopedias
B. The credibility of Internet Sources
1. Use approved sources
C. Primary Research Sources
1. Surveys
2. Select the survey population carefully
3. Explain why the survey is necessary
4. Consider incentives.
5. Limit the number of questions
6. Use questions that produce quantifiable answers
7. Avoid leading or ambiguous questions
8. Make it easy for respondents to return the survey
9. Conduct a pilot study
10. Interviews
11. Observation and Experimentation
IV. Documenting Information
A. The Purposes of Documentation
1. To strengthen your argument
2. To protect yourself against charges of plagiarism
3. To instruct the reader
4. To save time
B. Intellectual Theft: Plagiarism
1. Avoiding plagiarism adds clarity to  work
C. Academic Documentation and Business Practices
1. Make sure the objective goal is met
D. What to Document
1. Another person’s ideas, opinions, examples, or theory
2. Any facts, statistics, graphs, and drawings that are not common knowledge
3. Quotations of another person’s actual spoken or written words
4. Paraphrases of another person’s spoken or written words
5. Visuals, images, and any kind of electronic media
E. The Fine Art of Paraphrasing
1. Read the original material intently to comprehend its full meaning
2. Write your own version without looking at the original
3. Avoid repeating the grammatical structure of the original and merely replacing words with synonyms
F. When and How to Quote
1. To provide objective background data and establish the severity of a problem as seen by experts
2. To repeat identical phrasing because of its precision, clarity, or aptness
3. To duplicate exact wording before criticizing
G. Citation Formats
1. Include MLA, APA, and CHICAGO
V. Incorporating Meaningful Visual Aids and Graphics
A. Matching Graphics and Objectives
1. Tables
2. Bar Charts
3. Line Charts
4. Pie Charts Flowcharts
5. Organizational Charts
6. Photographs, Maps, and Illustrations
7. Infographics
B. Incorporating Graphics in Reports
1. Evaluate the audience
2. Use restraint
3. Be accurate and ethical
VI. Understanding Formal Report Components
A. Front Matter Components
1. Title Page
2. Letter or Memo of Transmittal
3. Table of Contents
4. List of Figures
5. Executive Summary
B. Body Components
1. Introduction
2. Report Body (Findings and Analyses)
3. Conclusions and Recommendations
C. Back Matter Components
1. Works Cited, References, or Bibliography
2. Appendixes
D. Model Formal Report With MLA Format
1. All information regarding this citation available online
Chapter 11: professionalism at work, business etiquette, ethics, teamwork and meetings
i.  Developing Professionalism and Business Etiquette Skills at the Office and Online
A. Understanding Professionalism and the Cost of Incivility
1. Civility
2. Polish
3. Business and Dining Etiquette
4. Social Intelligence
5. Soft Skills
B. Relating Professional Behavior to Ethics
1. Each profession requires respective opportunities
C. Gaining an Etiquette Edge in a Networked World
1. Learn from daily activities
II. Communicating Face-to-Face on the Job
A. Using Your Voice as a Communication Tool
1. Pronunciation
2. Voice Quality
3. Pitch
4. Volume and Rate
5. Emphasis and Verbal Tics
B. Making Workplace Conversation Matter
1. Use Correct Names and Titles
2. Choose Appropriate Topics
3. Avoid Negative Remarks
4. Listen to Learn
5. Give Sincere and Specific Praise
6. Act Professionally in Social Situations
C. Receiving Workplace Criticism Gracefully
1. Listen without interrupting
2. Determine the speaker’s intent
3. Acknowledge what you are hearing
4. Paraphrase what was said
5. Learn from criticism
D. Providing Constructive Criticism on the Job
1. Mentally outline your conversation
2. Generally, use face-to-face communication
3. Focus on improvement
4. Offer to help
5. Be specific
6. Avoid broad generalizations
7. Discuss the behavior, not the person
III. Following Professional Telephone and Voice Mail Etiquette
A. Making Telephone Calls Professionally
1. Plan a mini-agenda
2. Use a three-point introduction
3. Be brisk if you are rushed
4. Be cheerful and accurate
5. Be professional and courteous
6. End the call politely
7. Avoid telephone tag
8. Leave complete voice mail messages
B. Receiving Telephone Calls Professionally
1. Answer promptly and courteously
2. Identify yourself immediately
3. Be responsive and helpful
4. Practice telephone confidentiality
5. Take messages carefully
C. Using Smartphones for Business
1. Can be used through constant connectivity to the internet
D. Making the Best Use of Voice Mail
1. On the Receiver’s End
2. On the Caller’s End
IV. Adding Value to Professional Teams
A. Excelling in Teams
1. Better decisions
2. Faster responses
3. Increased productivity
4. Greater buy-in
5. Less resistance to change
6. Improved employee morale
7. Reduced risks
B. Collaborating in Virtual Team
1. Collaboration facilitates efficiency
2. Virtual communication is less effective than face to face
C. Identifying Positive and Negative Team Behavior
1. Helps in strategizing
D. Successful Teams
1. Stay Small and Embrace Diversity
2. Agree on a Purpose.
3. Establish Procedures


4. Confront Conflict
5. Communicate Effectively
6. Collaborate Rather Than Compete
7. Accept Ethical Responsibilities
8. Share Leadership
V. Planning and Participating in Face-to-Face and Virtual Meetings
A. Preparing for the Meeting
1. Determining the Purpose of the Meeting
2. Deciding How and Where to Meet
3. Selecting Meeting Participants
4. Using Digital Calendars to Schedule Meetings
5. Distributing an Agenda and Other Information
B. Managing the Meeting
1. Getting Started and Establishing Ground Rules
2. Moving the Meeting Along
3. Handling Conflict in Meetings
C. Concluding the Meeting and Following Up
1. Look at the provided template
D. Interacting Professionally in Virtual Meetings
1. Select the most appropriate technology
2. Encourage participants to log in 15 minutes early
3. Be aware of different time zones
4. Rotate your meeting time to be fair to all dispersed group members
5. Decide what language to use
6. Explain how questions may be asked and answered
7. Ensure that it is clear who is speaking in audioconferences
8. Remind the group to silence all electronic alerts and alarms
9. Don’t multitask
10. Humanize virtual meetings
Chapter 12: Business presentation
i. Creating Effective Business Presentations
A. Speaking Skills and Your Career
1. Apply what you know and learn more
2. Be observant
B. Understanding Presentation Types
1. Understand the degree of elaboration
C. Knowing Your Purpose
1. Know purpose regardless of the presentation type
D. Knowing Your Audience
1. How will this topic appeal to this audience?
2. How can I relate this information to my listeners’ needs?
3. How can I earn respect so that they accept my message?
4. What would be most effective in making my point? Facts? Statistics? Personal experiences? Expert opinion? Humor? Cartoons? Graphic illustrations? Demonstrations? Case histories? Analogies?
5. What measures must I take to ensure that this audience remembers my main points?
II. Organizing Content to Connect With Audiences
A. Capturing Attention in the Introduction
1. Capture listeners’ attention and get them involved.
2. Identify yourself and establish your credibility
3. Preview your main points
B. Organizing the Body of the Presentation
1. Chronology
2. Geography/space
3. Topic/function/conventional grouping
4. Comparison/contrast
5. Journalistic pattern
6. Value/size
7. Importance
8. Problem/solution
9. Simple/complex
10. Best case/worst case
C. Summarizing in the Conclusion
1. Summarize the main themes of the presentation.
2. Leave the audience with a specific and memorable take-away
3. Include a statement that allows you to exit the podium gracefully
D. Establishing Audience Rapport
1. Effective Imagery
2. Verbal Signposts
3. Nonverbal Messages
III.  Understanding Contemporary Visual Aids
A. Types of Visual Aids
1. Multimedia Slides
2. Handouts
3. Zoom Presentations
B. Moving Beyond PowerPoint Bullets
1. The method is useful only when used properly
IV.  Preparing Engaging Multimedia Presentations
A. Analyzing the Situation and Purpose
1. Enables get a better understanding of the information
B. Adjusting Slide Design to Your Audience
1. Provides a clear view
2. The Meaning of Color
3. The Power of Images
4. The Impact of Special Effects
C. Building Your Business Presentation
1. Organizing Your Presentation
2. Composing Your Presentation
3. Working With Templates
4. Revising and Proofreading Your Presentation
5. Evaluating Your Presentation
D. Seven Steps to Making a Powerful Multimedia Presentation
1. Starts with a text and involves online presentation
   V.    Polishing Your Delivery and Following Up
       A.   Choosing a Delivery Method
1. Avoid Memorizing Your Presentation
2. Don’t Read From Your Notes
3. Deliver Your Presentation Extemporaneously
4. Know When Notes Are Appropriate
      B.     Before Your Presentation
1. Prepare Thoroughly
2. Rehearse Repeatedly
3. Time Yourself
4. Dress Professionally
5. Check the Room and the Equipment
6. Greet Members of the Audience
7. Practice Stress Reduction
C. During Your Presentation
1. Start With a Pause and Present Your First Sentence From Memory
2. Maintain Eye Contact
3. Control Your Voice and Vocabulary
4. Show Enthusiasm
5. Slow Down and Know When to Pause
6. Move Naturally
7. Control Visual Aids With Clickers, Pointers, and Blank Screens
8. Avoid Digressions
9. Summarize Your Main Points and Drive Home Your Message
D. After Your Presentation
1. Distribute Handouts
2. Encourage Questions but Keep Contro
3. Repeat Questions
4. Reinforce Your Main Points
5. Avoid Yes, but Answers
6. End With a Summary and Appreciation
Chapter 13: Job research, resumes and cover messages
I    Job Searching in the Digital Age
A. Using Technology to Aid Your Job Search Technology is increasingly an integral part of the job-search process.
1. Organizations Bet on Technology
2. It’s an Employers’ Market
3. The Résumé Is Not Dead
B. Launching Your Job Search With Self-Analysis
1. Evaluate personal strengths and interests
2. Evaluating Your Qualifications
C. Investigating Career Opportunities
1. Visit your campus career center
2. Search for apps and online help
3. Use your library
4. Take a summer job, internship, or part-time position in your field
5. Interview someone in your chosen field
6. Volunteer with a nonprofit organization
II.    Developing a Job-Search Strategy Focused on the Open Job Market
A. Searching the Open Job Market
1. Exploring the Big Boards
2. Pursuing Company Leads
3. Checking Niche Sites
4. Taking Advantage of Mobile Apps
5. Checking Newspapers, Career Fairs, and Other Sources
III.     Unlocking the Hidden Job Market With Networking
A. Building a Personal Network
1. Step 1. Develop a contacts list
2. Step 2. Make contacts in person and online
3. Step 3. Follow up on your referrals
B. Prospecting for Jobs on Social Media
1. Networking on LinkedIn to Find a Job
2. Enlisting Other Social Networks in a Job Hunt
C. Creating Your Personal Brand
1. Be unique
2. Don’t give up
3. Evaluate different options
IV.   Customizing Your Résumé
A. Choosing a Résumé Style
1. Chronological Résumé
2. Functional Résumé
B. How Long Should a Résumé Be?
1. It should be short to the point
2. Should capture readers attention
C. Organizing Your Information Into Effective Résumé Categories
1. Contact Information
2. Career Objective
3. Summary of Qualifications
4. Education
5. Work Experience or Employment History
6. Capabilities and Skills
7. Awards, Honors, and Activities
8. Personal Data
9. Include References?
D. Preparing a LinkedIn Résumé
1. Headline
2. Photo
3. Profile
4. Recommendations
E. Polishing Your Résumé and Keeping It Honest
1. Ensures accuracy of information
2. Shows specific strengths
F. Proofreading Your Résumé
1. Corrects errors
2. Makes it clear and captivative
V    Using Digital Tools to Enhance Your Job Search
A. Maximizing the Rank of Your Résumé
1. Include specific keywords or keyword phrases
2. Focus on nouns
3. Use variations of the job title
4. Concentrate on the Skills section
5. Keep the formatting simple
6. Use conventional headings
B. Showcasing Your Qualifications in a Career E-Portfolio
1. What Goes in a Career E-Portfolio
2. Access of E-Portfolios
C. Expanding Your Employment Chances With a Video Résumé
1. Developing due to links with youtube
D. How Many Résumés and What Format?
1. Preparing a Basic Hard-Copy Résumé
2. Creating a Plain-Text Résumé for Online and E-Mail Submission
E. Submitting Your Résumé
1. Word document
2. PDF document
3. Plain-text document
4. Company database
5. Fax
VI. Cover Messages—Do They Still Matter?
A. Writing Customized Cover Messages
1. Should have a captivated opening
2. Should have three parts
3. Should be clear and brief
B. Gaining Attention in the Opening
1. Openings for Solicited Jobs
2. Openings for Unsolicited Jobs
C. Promoting Your Strengths in the Message Body
1. Have well-used grammar
2. Properly punctuate
3. Proofread
D. Motivating Action in the Closing
1. Ask for an interview
2. Be confident
3. Make it easy
E. Sending Your Résumé and Cover Message
1. Send a short e-mail with both your cover message and résumé attached
2. Send your cover in an e-mail and attach your résumé (plain text, Word document, or PDF
3. Submit both your cover message and résumé by pasting them into the body of an e-mail. Convert both to plain text with mini274mal formatting first, as described earlier
4. Send your cover message and résumé as printed Word documents by U.S. mail
F. Final Tips for Successful Cover Messages
1. Use proper grammar
2. Be brief and to the point
3. Show interest 
Chapter 14: Interviewing and Following Up
I. Interviewing Effectively in Today’s Competitive Job Market
A. Purposes and Sequencing of Employment Interviews
1. Employee opportunity to convince the employer of your potential
2. Employee opportunity to learn more about the job and the company
3. Employee opportunity to expand on the information in the resume
4. Employer opportunity to asses candidate ability in relation to position requirements
5. Employer opportunity to discuss candidate training, experience, knowledge, and abilities in more detail.
6. Employer opportunity to see what drives and motivates the candidate
7. Employer opportunity to decide whether a candidate will fit in the organization
B. Screening Interviews 
1. Eliminating candidates who fail to meet minimum requirements.
2. Save interviewing time
3. Takes place by telephone or video
4. Education and experience details noted
C. Hiring/Placement Interviews
1. Conducted after screening interviews
2. The candidate sits down with company representatives to talk about job and qualifications (One-on-One Interviews).
3. The candidate gets interviewed by individuals who will be their supervisors and colleagues (Panel Interviews).
4. Interviewing several candidates for the same position (Group Interviews).
5. Candidate meets individually with two or more interviewers one-on-one over the course of several hours or day (Sequential Interviews).
6. Video Interviews
II. Before the Interview
A. Ensuring Professional Phone Techniques
1. A concise and professional outgoing message
2. Involvement of home members about job search
3. Prevent children from answering job search calls
4. Always answer job search phone calls in a good location
5. Use of voice mail in screen calling
B. Making the First Conversation Impressive
1. Treat all calls from the employer as an interview
2. Always ask for permission to call back if caught off guard
3. Always ensure resume is available when answering questions
4. Always remain prepared for screening interviews.
5. Notes taking during a phone conversation
C. Researching the Target Company
1. Scouring the Internet for Important Company Data
2. Analyzing the Company’s Advertising.
3. Digging for Inside Information. 
D. Rehearsing Success Stories
1. Educational and work-related experience stories.
2. Include numbers in success stories
3. Create a procedure for telling success stories
E. Cleaning Up Digital Dirt
1. Remove questionable content.
2. Stay positive
3. Be selective about who is on your list of friends.
4. Don’t discuss your job search if you are still employed.
F. Dressing for, Traveling to, and Arriving at Your Interview
1. Deciding What to Wear. 
2. Avoiding Being Rushed. 
3. Being Polite and Pleasant. 
4. Greeting the Interviewer and Making a Positive First Impression.
G. Fighting Fear 
1. Practice interviewing.
2. Prepare thoroughly.
3. Understand the process.
4. Dress professionally.
5. Breathe deeply.
6. Know that you are not alone.
7. Remember that an interview is a two-way street.
III. During the Interview
A. Sending Positive Nonverbal Messages and Acting Professionally
1. Control your body movements.
2. Exhibit good posture
3. Practice appropriate eye contact.
4. Use gestures effectively
5. Smile enough to convey a positive attitude
6. Listen attentively
7. Turn off your electronic devices
8. Don’t chew gum.
9. Sound enthusiastic and interested—but sincere.
10. Avoid empty words
11. Be confident, but not cocky.
B. Preparing to Answer Interview Questions
1. Well utilization of Interviewers name in answering questions
2. Avoidance of yes or no answers
3. Closing salutation for responses
4. Utilization of good English in responding
C. Questions to Get Acquainted
1. Tell me about yourself.
2. What are your greatest strengths?
3.  Do you prefer to work by yourself or with others? Why?
4. What was your major in college, and why did you choose it?
5. What are some things you do in your spare time?
D. Questions to Gauge Your Interest
1. Why do you want to work for [name of company]?
2. Why are you interested in this position?
3. What do you know about our company?
4. Why do you want to work in the ________ industry?
5. What interests you about our products (or services)?
E. Questions About Your Experience and Accomplishments
1. Why should we hire you when we have applicants with more experience or better credentials?
2. Describe the most rewarding experience of your career so far.
3. How have your education and professional experiences prepared you for this position?
4. What were your major accomplishments in each of your past jobs?
5. What was a typical workday like?
6. What job functions did you enjoy most? Least? Why?
7. Tell me about your computer skills.
8. Who was the toughest boss you ever worked for, and why?
9. What were your major achievements in college?
10. Why did you leave your last position? OR: Why are you leaving your current position?
F. Questions About the Future
1. Where do you expect to be five (or ten) years from now?
2. If you got this position, what would you do to be sure you fit in?
3. This is a large (or small) organization. Do you think you would like that environment?
4. Do you plan to continue your education?
5. What do you predict for the future of the ________ industry?
6. How do you think you can contribute to this company?
7. What would you most like to accomplish if you get this position?
8. How do you keep current with what is happening in your profession?
G. Challenging Questions
1. What is your greatest weakness?
2. What type of people do you have no patience for?
3. If you could live your life over, what would you change and why?
4. How would your former (or current) supervisor describe you as an employee?
5. What do you want the most from your job?
6. What is your grade point average, and does it accurately reflect your abilities?
7. Have you ever used drugs?
8. Who in your life has influenced you the most and why?
9. What are you reading right now?
10. Describe your ideal work environment.
11. Is the customer always right?
12. How do you define success?
H. Questions About Salary
1. What salary are you looking for?
2. How much are you presently earning?
3. How much do you think you are worth?
4. How much money do you expect to earn within the next ten years?
5. Are you willing to take a pay cut from your current (or previous) job?
I. Situation Questions
1. How would you respond if your fellow team members strongly resisted a proposal you made in a meeting?
2. What would you do if you knew that your boss gave your team data that was totally wrong?
3. Your supervisor has just told you that she is dissatisfied with your work, but you think it is acceptable. How would you resolve the conflict?
4. Your supervisor has told you to do something a certain way, and you think you know a far better way to complete the task. What would you do?
5. Assume that you are hired for this position. You soon learn that one of the staff is extremely resentful because she applied for your position and was turned down. As a result, she is unhelpful and obstructive. How would you handle the situation?
6. A colleague has told you in confidence that she suspects another colleague of stealing. What would your actions be?
7. You have noticed that communication between upper management and first-level employees is eroding. How would you address this problem?
J. Behavioral Questions
1. Tell me about a time when you solved a difficult problem
2. Describe a situation in which you were able to use persuasion to convince someone to see things your way
3. Describe a time when you had to analyze information and make a recommendation
4. Describe a time that you worked successfully as part of a team.
5. Tell me about a time that you dealt with confidential information.
6. Give me an example of a time when you were under stress to meet a deadline.
7. Tell me about a time when you had to go above and beyond the call of duty to get a job done.
8. Tell me about a time you were able to deal with another person successfully, even though that individual did not like you personally (or vice versa).
9. Give me an example of when you showed initiative and took the lead.
10. Tell me about a recent situation in which you had to deal with an upset customer or coworker.
K. Illegal and Inappropriate Questions
1. What is your marital status? Are you married? Do you live with anyone? Do you have a boyfriend (or girlfriend)? (However, employers can ask your marital status after hiring for tax and insurance forms.)
2. Do you have any disabilities? Have you had any recent illnesses? (But it is legal to ask if the person can perform specific job duties, such as Can you carry a 50-pound sack up a 10-foot ladder five times daily?)
3. I notice you have an accent. Where are you from? What is the origin of your last name? What is your native language? (However, it is legal to ask what languages you speak fluently if language ability is related to the job.)
4. Have you ever filed a workers’ compensation claim or been injured on the job?
5. Have you ever had a drinking problem or been addicted to drugs? (But it is legal to ask if a person uses illegal drugs.)
6. Have you ever been arrested? (But it is legal to ask, Have you ever been convicted of ________? when the crime is related to the job.)
7. How old are you? What is your date of birth? When did you graduate from high school? (But it is legal to ask, Are you 16 [or 18 or 21] years old or older? depending on the age requirements for the position.)
8. Of what country are you a citizen? Are you a U.S. citizen? Where were you born? (But it is legal to ask, Are you authorized to work in the United
States?)
9. What is your maiden name? (But it is legal to ask, What is your full name? or Have you worked under another name?) 
10. Do you have any religious beliefs that would prevent you from working weekends or holidays? (An employer can, however, ask you if you are available to work weekends and holidays or otherwise within the company’s required schedule.)
11. Do you have children? Do you plan to have children? Do you have adequate child-care arrangements? (However, employers can ask for dependent information for tax and insurance purposes after you are hired. Also, they can ask if you would be able to travel or work overtime on occasion.)
12. How much do you weigh? How tall are you? (However, employers can ask you about your height and weight if minimum standards are necessary to safely perform a job.)
13. Are you in debt?
14. Do you drink socially or smoke?
L. Asking Your Own Questions
1. What will my duties be (if not already discussed)?
2. Tell me what it is like working here in terms of the people, management practices, workloads, expected performance, and rewards.
3. What training programs are available from this organization? What specific training be given for this position?
4. Who would be my immediate supervisor?
5. What is the organizational structure, and where does this position fit in?
6. Is travel required in this position?
7. How and by whom will my job performance be evaluated?
8. Assuming my work is excellent, where do you see me in five years?
9. How long do employees generally stay with this organization?
10. What are the major challenges for a person in this position?
11. What do you see in the future of this organization?
12. May I have a tour of the facilities?
13. This job seems to be exactly what I’d really like to do. Do we have a fit here?
14. What is the next step in the hiring process?
15. When do you expect to make a decision?
M. Ending Positively
1. Nice expression during the ending
2. Strongest qualification summary
3. Nice acknowledgement
IV. After the Interview
A. Sending a Thank-You Message
1. Handwritten note card
2. Typed Printed letter
3. E-mail
B. Contacting Your References
1. Use letter of recommendation from employer
2. Well explanation of job applied for
C. Following Up
1. Conducting interviewer with follow up e-mail
2. Conducting interviewer with phone call
V. Preparing Additional Employment Documents
A. Application form
1. Carrying card notes
2. Questions examination
3. Good writing
4. Honesty in answering questions
5. Good spelling and grammar
B. Application or Résumé Follow-Up Message
1. Jogs the memory of the personnel officer
2. Demonstrates your serious interest
3. Allows you to emphasize your qualifications or to add new information
C. Rejection Follow-Up Message
1. Agreement of being disappointed
D. Job Acceptance or Rejection Message
1. Job acceptance e-mail or letter
E. Resignation Letter
1. Leave position gracefully and tactfully
2. The resignation letter should be short.


 

