MIHICTEPCTBO OCBITH [ HAYKH, MOJIOAI TA CITOPTY YK“PA‘I‘HI/I
HALIOHAJILHUM YHIBEPCUTET XAPUYOBUX TEXHOJIOT I

JLIO. IIATIPAH,
I'A. HEPEJHIYEHKO,
JLI. KYHHULA

BUSINGESS GERRESPEONDENEE
ANID,
GOM'MIUNICAITONIATAVORIK/

HasuanbHO-MeTORMYHNHA TOCIOHUK

Kuis HYXT 2011



VIAK 811.111

Peuenzenr O.B. Kaumosa, xaHa. dinos. Hayk, nou,.

Hlanpan JLIO., Yepeaniuenxo I'.A., Kynnus JLI. Business correspondence and
communication at work: Hagu. -Meroa. noci6. — K.: HYXT, 2011. — 187 c.

HapuanbHo-MeTOMMYHN MOCIOHHK CKIANAEThCA 3 BOX BENMKMX PO3ALNiB, nepiuuii 3
AKMX TPHCBAYGHO 3araibHHM [HTAHHAM NEPCKIAJy HAYKOBOI Ta TeXHIYHOT
niTepaTyp, a came crnocodaM i npuiioMaM neperiany NMEeBHMX ABHIL aHrilifceKol
MAMOBH HayKH i TeXHikd, a Apyruif — Teopil Ta ApakTHU anOTyBaHui Ta
pedepyBaHHS HAyKOBUX TEKCTiB. B nojarkax HaBeleHO BNpaBH Ha BIAMOBiAHI
TpYAHOLIl Mepeknany, 3pa3ki aHoTauifl Ta pedeparis, aHKeT, HIIOBUX AOKyMEHTIB,
JIEKCHKO-TPAMATHYHHX ICIMTOBHX TECTiB Ta 3pa3ok OQOPMIEHHS THTYNBHOI
CTOpiHKHM pedeparty.

Tpussauennit Qs MaricTpiB ycix cneuiaibHocTed JIGHHOI Ta 3204HOI (popMu
HaBYaHHs.

Agropu: ' A, YepenHiteHKO, KAHAUAAT NEAarOriYHNX HaYyK,
JOLEHT KadenpH iHO3EMHMX MOB
JLYO. Hlanpan, qoueHT Kadenpu iHO3EMHHX MOB
JLLKynuus, noueHT kadeapH iHO3EMHHX MOB

Buoannra nooano ¢ asmopcukiit pedaxyit

VAK 811.111
© JLIO. Illanpan,
I'.A. UepensiyeHko,
JL.IKynuus, 2011
©HVYXT, 2011



CONTENTS

Module 1 Job Search Process

Unit 1

Unit 2

Steps of Job Search Process
Language Development
Job Interview

Language Development

Mddule 2 Main Business Documents

Unit 1

Unit 2
Unit 3

Unit 4

Unit 5
Unit 6

Unit 7

Unit 8
Unit 9.

Unit 10.

Résumé /CV.

Résumé

Curriculum Vitae )

Language Development

Application form

Business Letter — General Overview

Language Development

Cover(ing) Letters/Application Letters

Language Development

Reference Letters/Letters of Recommendation
Enquiry Letter/Request Letter and Answer Letter
Letters of Enquiry/Request

Language Development

Answer Letter (Responding to Inquiries and Requests
for Information)

Language development

Letter of Complaint/Complaint(s) Letter-and Apclogy Letter
Letter of Complaint/Complaint(s) Letter
Language development

Apology Letter

Fax

Language development

E-mail

Language development

Memo.

Language development

Module 3 Business Plan
Module 4 Contract

Unit |
Unit 2

Contract and its Features
Contract Samples

21
31
40
45
45
45
55
61
65
71
76
82
85
89
91
91
93

96
98
102

102

107
112
117
119
122
124
126-
129
132
137 -
137
153



HEPE/IMOBA

HaByanbHO-MeTOIWYHMH NOCciOHWK pO3PAaxOBaHMII HA CTYDEHTIB, SKi BWBYAIOTH
AHrAIACEKY MORBY 3 METOI BUKOpMCTaHHA 11 B podeciiiniil AiINLHOCTI, B npakTMynii
po6oTi 3a kopaoHOM abo B Mexax KpaiHH, 1uis poboTH 3 IHO3EMHHMH KJliEHTaMH.

Mera AaHOro HaBYaNLHO-METOAHYHOIO MOCIOHMKA ~— 03HAHOMMTH CTYJEHTIB 3
0ocoOJMBOCTIMU MUCEMHOT Ta YCHOT OisHec-koMyHikauii (uinoBe nucTyBaHhHs,
BTAITYBAHHA Ha poGOTY, TiATOTOBKA pE3lOME, CYMPOBODKYBAILHOTO JINCTA),
BHUKNIACTH | 3aKpiMMTH OCHOBHY TepMiHOjIOFilO, HeobXinmHy ans odopmileHHs
OCHOBHOT JILTOBOI NOKYMEHTALil, AOMOMOITH TM B PO3BUTKY HABMYOK CIINKYyBaHHS B
peanpHHX CHTyalisx OizHec-KoMYHiKauii, pO3LMPHTH (X CIOBHHKOBUH 3anac.

TematHka, TEKCUUHUHA MiHIMYM, CHCTEMA NPAKTHYHHUX BIPAB CIIPAMOBaHi Ha
JOCATHEHHS IOJIOBHOI METH.

V naHOMY HaBYaIbLHO-METOJAMYHOMY NOCIOHUKY MMOJdHa TepMiHOJIOriS Ta
BUpA3H, CHTYaTHBHO oOyMoBieHi ¢pasu 1 pekoMengauil, HeoOXimui 15
MiAroTOBKM MJOKYMEHTIB [Ui NpaAUEBJAITYBAaHHY Y 33aKOpHOHHY ¢ipMy uH
MiXHapOAHY oOpraHi3auito, CKJaJaHHs JLUIOBHX JIMCTiB i MOBiZOMJIEHb, IO
BiomoBimarore cyyacHMM peaniaM  Oi3Hec-KOMyHikalii, XapakTepHHM Uit
BemukoOpuranii i CIIA,

HapuansHO-METOAWYHMI NOCIOHHK CKNANAETBCA 3 HACTYNHHX DPO3AINIB, AKi
OXOIUTIOIOTE OCHOBHI BHIV TIMCEMHOT Ta ycHoi GisHec-koMyHikanil aHrnilickkoro
MOBOIO:

Po3znin ] Houyxu poborn
Poznin 2 OCHOBHI OiNOBi NOKYMEHTH
Po3nin 3 BizHec-nnan

Poznin 4 Konrpakt

Koxunit po3min MicTUTh, TeOpeTHYHHH, JEKCHYHMA Marepian i nmpakrudni
3aBAaHHA, IO HeoOXiiHi M9 NOMANBIIOr0 PO3BHTKY OINAaHOBAHMX MOBHHX
HaBuuok. CucTeMa 3aBaaHb noOyAoBaHa Ha LiNbOBiH JeKCHUi NaHHMX pPoO3AiiiB i
CTIPAMOBAHA Ha e()CKTHBHE 33CBOCHHA BUKIIAJCHOIO MaTepiany.

HapuanbHo-MeTOAHYHMA ROCIOHMK cnpuAsTHME (OPMYBAHHIO Yy CTYASHTIB
3araibHMX Ta  1podeciiHO-OpIEHTOBAHAX  KOMYHIKaTMBHMX  MOBJCHHEBHX
KOMIETeHUiii Ta € JOXATKOBHM CMOHYKaJbHHM MOTHBOM [0 YAOCKOHAJIEHHA
HAaBHYOK YCHOrO Ta NIMCEMHOro MOB/IEHHS B npodeciiiniii cdepi.



MODULE 1  Job Search Process
Unit 1 Steps of Job Search Process

Vocabulary
Applying for a Job BaawrysaHHs Ha poboty
job search nouyk po6oTu
want ad OTOJIOLIEHHS Mpo HaloM Ha poboTy
to answer a want ad NOX3BOHHUTH IO OFONOIIEHHIO
firm, company KOMI1IaHis
employment NpaleBIalTYBAHHA
employment office areHTCTBO O MPAaLEBIALITYBAHHIO
vacancy, job opening BAaKaHCiA
to apply for a position roJaTH 3asiBy Npo NpuiioM Ha pobory
job applicant KaHAMAAT Ha nocany
job title HaiiMeHyBaHHA(Ha3Ba) MOCALH
post, position riocana
administrative job aaMiHicTpaTHBHA mocaga
high level job ' BHCOKa mnocaja
top position MpoBifgHa nocasa

clerical position
managerial job
to resign

to fill a position

KaHLIEJAPChbKa nnocaga
yl'lpaBIliHCbKa nocaja

BiAMOBHMTHCSH BiA nmocaau

BCTYIHUTH Ha Nocany

(job) application form aHKeTa Mpy BCTyni Ha poboty
to fill out/to complete a job application 3aMOBHIOBATH AHKETY

occupation 3AHATTA

diploma JHILIOM ;
copy of a higher school diploma  xonis auMIOMa BHIIOr0 YY60BOrO 3aKazy
job interview cniebecina 3 NpUBOAY NMPALERIALITYBAHHS
qualification background kBastidikauis ‘



to research

seniority, length of service
duties

Jjob duties description
manufacturing experience
professional experience
employer

employee

boss

probationary period
contract

personnel department/office
letter of invitation

letter of introduction
cover letter

to take a test

test scores

working conditions
benefits

Earnings
wage

salary

fee
to be paid by the job

to be paid by the hour/salary
based on hourly rate

paid sick leave

fee for services

pay statement

pay check

paid holidays

paid vocation

raise

bonus

profit

cash award //bonus, premium

profit sharing

overtime pay

gross pay

pay

3ai{MATHCA JOCHIAHMLILKOIO ifBHICTIO
cTax poboru

060B's13KH

cnyx60Bi 060B'A3KH
BUpPOGHIYNH A0CBin
npodeciiinuii JocBig
npaueiaBenn

pobiTHUK

Ha4aNbHUK
BUIPOOYBaNBHUI TEPMiH
IOTOBIp

BiAAiN Kanpis
JIMCT-32MPOLIEHHS
pexoMeHaauifaui nucT
CYNpOBigHUHA nuCT
[IPOATH TECTYBAHHA
pe3yJIbTATH TECTYBaHHA
YMOBH pofoTH

THJILCH

3apobGiTku

3apobiTHa Tulata (pobimHuxa), AKY BUIUIAYYHOTh
I0ACHHO 260 IWOTHIKHEBO

3apobiTHa nnarta (cryxcboeys), AKy BHILTARyHOTh
LIOMICAYHO

TOHOpap, Nnata 3a NoCcnyry (00Hopazosa oniama)

OTPUMYBAaTH OINIaTy 32 YacTHHY poGoTH
(6idpsidno)

TIOrOJMHHA OTIaTa
orylayyBaHa BiAMycTKa 1o xpopooi

ANaTa 3a NOCIyrH

IIATiXCHA KBHTAHLISA

naarixuuii gex

oIJla4yyBaHi CBATKOBI JHI

onnadyBaHa BianmycTka

TABHIICHHS 3apIUIaTH

npemis

npubyTox

rpoLIoBa npemis

yuacts y npubyriax

TJiata 3a NOHanypO4Hy (OHAAHOPMOBY) ITPALIO
3araibHa CyMa 3apIuiaT

Tiatix; 3apobiTHa miara
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deduction

minimum wage/salary
regular pay

net salary//take home pay

Work, Job
extracurricular activities
short-term job

part-time job

Jjob in one's special field

overtime job / to work overtime

well-paid job
full-time job

to hire //to employ
work permit

ability to do a job

to job smb. into a post
shift

to go on the night shift
work hours

office hours

long hours

overtime

dole / relief

to be on the dole /relief
to go on the dole

local tax

income tax

social security tax
income tax return

Discharge

layoff

to lay off //to fire

to be laid off // to be fired
to sack

to retire (on pension)
retirement plan

to resign

Communicating at Work
colleague //co-worker
specialist

BUPaXyBaHHA

MiHiMAaNEHA 3apmnara

OCHOBHa 3apruiaTa

4HCTA 3apIiaTa (32 RHPaxXyBaHHAM INOJIATKIB).

PoGota

no3sa ayIuTopHa poboTa
THMYacoea poborta

poboTa 3 YacTKOBOK salnsTicTIO
po6oTa 3a axom
IOHaZHOpMoBa poboTta

FapHO ofulauyyBaHa pofoTta
urraTHa pobora

Haiimartu (6pati) Ha poboty

JO3BiN Ha poboty

3AATHICTh BUKOHATH poGoTY

BIIAIITYBATH KOTro-HEeOYAb Ha poboTy

3MiHa (poboua)

NpALIOBATH B HiYHY 3MiHYy .

poGounii yac, pobodi roqunu

roauHy poGoTH (B ycTaHoBi, odici)

OJ0oBXEeHUH pofounit neHb

1IoHAZYPOYHA Npals

aoromora 3 Gespobitrs  (y Bennxo6pmaﬂu
/CILIA)

OTPUMYBATH JIONOMOTY 3 6e3pobiTTs

OTPHMYBATH  LIOTIDKHERY JAOTIOMOTY  (CTatH
6e3pobiTHIM) v

MicLeBHii ronaTox

NpuGyTKOBUI MONATOK

nonatok y ¢ oHx coliabHOro 33663nequHx

AONAaTKOBA NEKNapawis: - e ~

3BinbHeHHR 3 »po6oru

CKOPOYEHHS

3BITEHATH

6yTH 3BiNbHEHUM

3BiNBHATH :

BHITH Ha NIEHCIIO (RiTH y Bmcmnxy)
HOPAZOK: BHXO}I)’ Ha OeHEiro - oS
BiIMOBTIATHCA Bill OCATH, THTH y BchaBKy

Cnmxynamm Ha poboTi
CNiBPOGITHHK, kosera
tdaxisenn



membership 4JIEHCTBO

standing penyTaiia

status cTaTyc

promotion NiIBUILEHHS 1O cnyHi
compensatory time BiArys

work experience AocBig poboTu

skill kBatidikauis, MaiicTepHicTb
performance review OlliHKa pe3y/bTaTiB Mpalli, arecTaulis
break for lunch/dinner niepepea Ha 06in

sick leave BIAMycTKA 1O XBOpOGi

to share an idea NIOALTMTHCA iOe€elo

employees' lounge KiMHata BiJNOYMHKY poOiTHUKIB
tiring day CTOMJIMBHH, BUCHAXITHBHH JIeHb

to be an idler OyTu Hepobolo, nefapeM

to be out of practice HE MaTH NPaKTHKH

to work by fits and starts NpaLoBaTH YPHBKAMH

to have a big staff MaTH BEJIMKMH UrraT

to be a job jumper Byru "niryHom "(uacro MiHATH poboty)
to be not equal to the task He CTIpaBJIATHCA 3 poDOTOIO

to shirk work YXWJIATHCS Bill poOOTH

to have pressing business MaTH HEBIAKIALHY COpaBy

to face a busy day Matu OaraTo nofin

to be up to the elbows (ears, collar) in work OyTH NOFIIMHEHNM poB0TOIO

1. The recruitment process
Put the following stages of the recruitment process in the logical order.
The recruitment process

The company offered the job.

The company interviewed.

But he/she left the company after two years.
The company invited people for interview.
He/She joined the company.

The company advertised.

He/She was promoted to head of department.
The applicant completed the form.

The person accepted the job.

10. The company drew a shortlist of good interviewees and rejected unsuitable applicants.
11. There was a second interview.

12. The company sent an application form.

13. A person applied for a job.

0N oo R

Discuss each step with your group.
Learn the highlighted words by heart.



2 Job Search Process

A. Answer the following questions.

What is the job search process?

How much time will the job search take?

What do you need to know before you start?

What are the steps of the job search process?

What are transferable skills?

What job search techniques work? wo e Fho
Should you keep a record of your search?

ol 2

B Now read the following information and check your answers. ... -

What is the Job Search Process?
Your job search process begins the moment you start thinking about your future job
to find yourself going through the pro¢e§é“severdl times (on the average, you can
expect to have between thiree and five career changes during your lifetime).

How Much Time Will the Job Search Take?

In general, job finding success is directly proportional to the amount of time you are
willing to spend in your search and the number of strategxes you use to ldentlfy
potential openings. Sources suggest that you: g g e

1. Be prepared for a long job hunt — 8-23 weeks.

2. Spend at least 20 hours per week on your job hunt.

3. Have an alternative plan. =
Your persistence will eventually pay off. Make sure you have a support system of
family or friends to help you when you are feeling discouraged.

What Do You Need to Know Before You Start?
There is no magic way to find a job. It is hard work, takes time and at times may be
boring and frustrating. It will take all your skills in planning and follow through but
when done faithfully also pays the ultimate reward: A satlsfymg job for you! Some
rejection will be a normal part of job-hunting and a new experience for you. Rather
than letting rejections discourage you, let each one teach you a new way to improve
your skills for your next opportunity.

What Are the Steps of the Job Search Process?
A list of job search steps follows. The order may vary dependmg on your specific
needs and goals.

Step 1. Self Assessment .

The job search process begins with an identification of your values, interests, skills,
accomplishments, experience, and goals. How can you seek a position if you don't
know what you want from a job and what you have to offer prospective employers?
Self-assessment, though a time-consuming process, provides invaluable information
to facilitate career decisions and to prepare you to market your background
effectively.



1) Values

An awareness of what you value (qualities that are important and desirable) in a career
will aid you in exploring career goals and attaining greater satisfaction in your work.
Review the following list of values and check those most important to you. Then rank
your top five values in order of priority.

« Job security « Pleasant surroundings

» Working as part of a team « Challenging, stimulating co-workers

- Working independently with little « Different tasks to accomplish daily
supervision « Financial rewards

« Making a contribution « Creating something

« Professional status « Ability to advance

« Mental challenge

2) Interests

Interests (areas that arouse your attention or enthusiasm) are closely related to values
and frequently trigger skill development. You can identify interests by looking at
enduring themes in your life-activities that persist over time, consistent choices,
recurring dreams, or the way you spend your time.

3) Skills
A skill refers to something you do well, including handling problems or tasks. The
key to your successful job search is recognizing these skills and communicating their
usefulness verbally and in writing to a prospective employer. Use accomplishment
statements to do so. They should:

« Describe your skills in concise, unambiguous terms.

« Refer to actual experiences to demonstrate your skill level.

« Connect your skills concisely to the needs of a prospective employer.
Some of the most marketable skills are those which are useful in a wide variety of
work environments. These are known as transferable skills. For example, the ability
to write effectively, communicate verbally, and use word processing or database
software are valued skills in the private as well as public sectors.

Types of transferable skills These can include technical skills such as driving,
languages or 1T, or they can be limited to softer interpersonal skills. The following
list is not exhaustive, but it gives guidance about the type of skills employers are
seeking that you might have:

a) IT literacy— there are fewer and fewer jobs that can be done without some IT
skills. Make a list of all the packages and software programs you have used. Consider
desktop publishing, Internet research skills, CAD, statistical analysis programs, field-
related databases, systems operations, programming, and technical support skills.
You might be surprised by how much you know.

What computer skills to put on a resume? To start with, one must be very well-
trained in MS Office. Other computer skills to put on a resume vary with your
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qualifications and the job profile. For a database management job, you need to have
relevant experience or knowledge of softwares like MS Access, etc. For a design job,
you need to be acquainted with Adobe Photoshop. Hence the computer skills to put
on a resume vary with the nature of job that you are applying to.

Below is a list of computer hardware and software to help you think of your own
computer-related skills. If your computer knowledge is extensive, you might list it in
sections as illustrated:

COMPUTER SKILLS
Operating Systems:

Windows XP, Windows NT, Windows ME, Windows 2000, Mac 0SX, Mac OS 8.6,
Mac 089, Solaris, UNIX, AIX, Linux, Sun OS, 0S/2, FreeBSD, DOS, Novell 2.15,
Novell 3.5, Novell'4.0, Novell 4.1, Novell 5.0, Novell 5.5, Exchange 5.5

Software / Applications:

Microsoft Office XP, Microsoft Office 2000, Microsoft Office 1997, MS Word, MS
Access, MS Excel, MS FrontPage, MS Project, MS Visio, MS SiteServer, Internet
Explorer, Outlook, Outlook Express, PowerPoint, Adobe Phoioshop, Adobe
Ilustrator, Corel Draw Pro, Corel Coffee Cup, Quark Xpress, Homesite, ColdFusion,
Studio, DreamWeaver, Inspiration, Claris, FileMaker Pro, SQL Server, MySQL, SQL
6.5 & 7.0, EZ-SQL, Enterprise Manager, 11S, LinkBot, Astra Site Manager,
NetObjects Fusion, BroadVision, Vignette, Pandesic, WebSphere, Eshare,
LivePerson, Borland Sidekick (PIM), Coldfusion Server, Interwoven, Open Market,
Crystal Reports, Enterprise Manager, Query Analyzer, MAS 90, MAS 200, Baan,
Business Works, Symbiator, Peachtree, Lotus 1-2-3, Bluebird, Pro-System Fx,
Creative Solutions, Lacerte, Scheduler, Publisher, Turbo Tax, Quicken, QuickBooks,
QuickBooksPro, World Ship, Suretrak Project Planner, AutoCAD, Oracle

Languages and Scripts;

C, C++, Visual Basic, Visual C++, PL/SQL, Java, JavaScript, HTML, DHTML,
HTTP/1, HTTP/1.1, Pop Server, TCP/IP, SQL, Oracle PL/SQL; PERL, :J2EE,
ODBC/IDBC, Python, PHP, mySQL, PostScript, EJB, XML, KSH, ANT, AWK,
SED, Cascading Style Sheets (CSS), Coldfusion, Active Server Pages (ASP)

Hardware: T o s 3

Macintosh, Sun Servers, Compagq, Intel Servers, IBM PC-XT, AT, PS-2, PC clones,
Dell, Gateway, 3Com Superstack 3 Switch 2200 with Gigabit Module, 3Com
Superstack 3 Remote Access System 1500 Base Unit, Addtron Hubs, Intel Network
Adapters, Intel Express 9100 Router, Adtran DSU /. CSU (T1 ESF.CSU ACE),
TCP/IP, IPX, Routers, Switches / Hubs, Raid / Mirror, TI / DSL / ISDN / Frame
Relay, HP Printers (4000, 4050, 4500, 5si, 8000, P1000,.750¢ plotter, 1120.and 1000,
IBM PC-XT, AT, PS-2; PC clones: Acer, Dell, Gateway, HP9000, IBM
36/38/AAS400 L o
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If you want to state the level of your proficiency in computer knowledge, you
may write: Advanced user of Microsoft Word, Excel, PowerPoint, Internet, Outlook
OR Extensive knowledge of Microsoft PowerPoint, FrontPage, Google Docs OR
working knowledge of Corel Draw Pro.

b) Organization, Management & Leadership —— being able to motivate and coach
others is crucial for anyone with management ambitions. But employers also look for
these skills in the wider workforce. Over a period of time, the same employees can be
promoted into managerial positions rather than having to go through an expensive
recruiting drive all over again. Hence one of the most relevant skills to put on a
resume is leadership skills. You should also include some instances where you have
displayed your leadership skills to back up your claim.

o Set goals and determine courses of o Promote change
action o Influence others
o Co-ordinate tasks o Manage conflict
o Prioritise tasks o Supervise others
o Handle details o Motivate/inspire others to
o Manage groups achieve common goals
o Delegate responsibility and review o Initiate new ideas
performance o Create innovative solutions to
o Teach others complex problems
o Coach others o Run meetings
o Counsel o Take risks

c) Research skills— the ability to gather accurate information and compare and
contrast your sources is invaluable in most jobs. You should be able to demonstrate
this if you have recently completed a period of study.

o Identify appropriate information o Set goals
sources o Define needs
Gather information o Prioritise
Extract important information o Analyse
Utilize electronic search methods o Create ideas

Express ideas

Identify problems

Solve problems

Develop evaluation strategies

Compile numerical and statistical data
Classify and sort information into
categories

o [dentify resources

o 0 0 ¢ 0

O 0 0 0o

d) Foreign languages-- the expansion of the European Union and the globalisation of
trade are putting a premium on language skills. But your prospective employer might
want Polish or Chinese, not French and German. Never list your language level
higher than you actually are. You never know who will be interviewing you — they
just might start speaking to you in that language and if you can’t respond you’ve lost
the job. Include basic or working knowledge, reading/speaking/writing only (as
apply), "proficient in,” "fluent in," bilingual, and native speaker. For example, fluent
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in  Russian; working knowledge of English OR native Ukrainian;
(adequate/competent/proficient) in (written /. spoken) English and French OR
Ukrainian — native, Russian - Proficient, English — basic.

e) Presentation skills— these could relate to verbal or written presentaﬁons, or both.
You might have formal experience pitching to clients or, perhaps, you regularly
present your ideas on a work issue to colleagues.

Provide effective feedback

o Listen attentively o

o Speak effectively o Persuade others

o Write concisely o Report information
o Express ideas o Describe feelings

o Facilitate group discussion o Interview

o Negotiate o Edit

f) Organisational skills — these concern self-discipline and the ability to meet
deadlines. Think of the times you have had to balance several activities at once. It
could have been at work, home or a mix of the two.

Be highly organised o Set and meet deadlines

(e}

o Can work confidently under pressure o Be capable of recognising and
o Be able to work unsupervised meeting new challenges

o Manage time o Be punctual

o Meet goals o Be accurate

o Diligent with detail o Beflexible

o Accept responsibility o Be a fast learner

g) Ability to Self-Manage and be Self-Motivated — A self-motivated employee or
an employee having internal volition reduces the work of the management to
motivate him. A self-motivated employee also creates a positive attitude. in people
around him, and hence helps motivate others too.

Be able to work unsupervised ‘

Be able to strive and achieve goals

Use initiative

Make decisions

Implement decisions

o o o O ©

h) Problem-solving — employers want people who. can think issues through
logically, determine what the issues are and come up with possible solutions. All
employers like people who are logically sound, and can take care of their own
problems. An analytically inclined employee reduces the work of others and hence
improves the overall organizational efficiency.

o Identify problems

o Solve problems

13



i) Team Orientation — these days people are realizing the importance of teams in a
workplace. Working in teams makes it simpler to organize the company and helps
improve the efficiency of those working together, due to the synergy effect.

o Be able and willing to work with a professional team

o Be team player

o Co-operate with others

j) Work Ethic — A prerequisite for a good employee is to have a professional work
ethic. This is a very basic requirement, but mentioning this gives the employers some
confidence regarding the professionatism of the employee.

o Be reliable o Be tolerant
o Be responsible o Be tactful
o Be honest

k) Driving— don't assume that everyone drives, or underestimate how useful this can
be to an employer.

The competencies or transferable skills that are particularly popular with graduate
recruiters include:
* communication — ability to communicate orally, in writing, or via electronic
means, in a manner appropriate to the audience;
* teamwork — being a constructive team member, contributing practically to the
success of the team;
e leadership — being able to motivate and encourage others, whilst taking the lead;
« initiative — ability to see opportunities and to set and achieve goals;
* problem solving -— thinking things through in a logical way in order to
determine key issues, often also including creative thinking;
o flexibility/adaptability — ability to handle change and adapt to new situations;
» self-awareness — knowing your strengths and skills and having the confidence to
put these across;
* commitment/motivation — having energy and enthusiasm in pursuing projects;
s interpersonal skills — ability to relate well to others and to establish good
working relationships;
¢ numeracy — competence and understanding of numerical data, statistics and
graphs.

Additionally, private sector employers like to see that applicants have some

commercial awareness — an insight into how firms operate, what is happening in the
business world and the impact this could have on their organisation.
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