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MODULE 1 

CAREER EXPLORATION AND PLANNING 

Changing Workplace- Hiring Process versus Job Hunt -Ten ways 

to stay resilient in the job search. 

CHANGING WORKPLACE 

The modern workplace is undergoing rapid transformation due to 

technological, economic, social, and cultural changes. To succeed in 

today’s job market, individuals must understand these shifts and adapt 

their career goals and skills accordingly. 

Key Aspects of the Changing Workplace 

1. Technological Advancements 

 Use of Artificial Intelligence (AI), automation, and robotics in 

many industries. 

 Remote work and virtual teams using tools like Zoom, Teams, 

and Google Meet. 

 Cloud-based work systems and digital communication. 

Impact 

Reduces the need for manual labour; increases demand for tech- 

savvy employees. 

2. Globalization 

 Companies operate across multiple countries and time zones. 

 Increased cultural diversity in the workplace. 

 Outsourcing and freelancing across borders. 

Impact 

There is a greater need for global communication skills and cross- 

cultural understanding. 
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3. Workplace Flexibility 

 Growth of remote work, hybrid work models, and flexible work 

hours. 

 Rise of the gig economy – freelancing, contract work, and part- 

time jobs. 

Impact 

Employees expect more autonomy and work-life balance. 

4. Changing Workforce Demographics 

 Inclusion of more women and underrepresented groups. 

 Multi-generational workforce (Gen Z to Baby Boomers). 

 Older workers are staying in the workforce longer. 

Impact 

Workplaces must become inclusive and supportive of diverse 

needs. 

5. Evolving Skill Requirements 

 Shift from purely technical skills to soft skills like: 

o Communication 

o Problem-solving 

o Adaptability 

o Emotional Intelligence 

Impact 

Lifelong learning and continuous upskilling are essential. 

6. Focus on Sustainability and Ethics 

 Growth in green jobs and environmentally responsible 

companies. 

 Importance of corporate social responsibility (CSR). 
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 Ethical Behavior and transparency are valued by both employees 

and consumers. 

Impact 

Career options in clean energy, environmental science, and CSR 

are expanding. 

7. Employee Expectations 

 Desire for purpose-driven work, not just salary. 

 Focus on mental health, job satisfaction, and positive work 

culture. 

 Preference for employers who value diversity and inclusion. 

Impact 

Employers must create supportive and ethical workplaces to 

retain talent. 

HIRING PROCESS VERSUS JOB HUNT 

In the career journey, “Job Hunt” refers to the activities done by 

job seekers, while the “Hiring Process” is the step-by-step procedure 

followed by employers to recruit the right candidate. Understanding 

both sides is crucial to succeed in today’s competitive job market. 

Job Hunt (From the Job Seeker’s Side) 

The process of searching and applying for a job based on one's 

skills, interests, and career goals. 

Key Steps: 

1. Self-assessment – Identify your interests, values, and skills. 

2. Resume and Cover Letter Preparation – Tailored for each job. 

3. Job Search – Using job portals, company websites, and 

networking. 

4. Application Submission – Online/offline as per employer 

requirement. 
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5. Interview Preparation – Research company and practice 

questions. 

6. Follow-up – Sending thank-you emails, checking application 

status. 

Tips: 

 Be proactive and organized. 

 Use LinkedIn and other professional networks. 

 Keep improving skills during the job search. 

Hiring Process (From the Employer’s Side) 

The systematic approach followed by employers to attract, 

evaluate, and hire suitable candidates for a job role. 

Key Steps: 

1. Identifying Need – Recognizing a vacancy or new position. 

2. Job Description Creation – Listing duties, skills, and 

qualifications. 

3. Recruitment – Advertising the position (online/offline). 

4. Screening Applications – Shortlisting resumes. 

5. Interview Process – Telephonic, written, or face-to-face. 

6. Selection and Offer – Choosing the best candidate and issuing 

an offer letter. 

7. Onboarding – Welcoming and training the new employee. 

Tips for Job Seekers: 

 Understand the employer's needs by reading the job description 

carefully. 

 Customize your application to match what the employer is 

looking for. 
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Comparison Table 
 

Aspect Job Hunt Hiring Process 

Who does 

it? 
Job seeker Employer 

Purpose To find a suitable job 
To fill a vacancy with the 

best fit 

Starts with 
Self-assessment and 

resume building 

Job requirement 

identification 

Key Tools 

Used 

Job portals, resumes, and 

networking 

HR software, interviews, 

assessments 

Outcome Getting a job Hiring a qualified candidate 

 

TEN WAYS TO STAY RESILIENT IN THE JOB SEARCH. 

Job searching can be a long and emotionally challenging process. 

Rejections, delays, and uncertainty may lead to frustration. 

Resilience—the ability to bounce back and stay strong—is key to 

navigating this phase positively. 

1. Set Realistic Goals 

 Break the job search into daily or weekly tasks (e.g., apply to 3 

jobs per day). 

 Celebrate small wins like finishing a resume or getting an 

interview call. 

2. Maintain a Positive Mindset 

 Focus on what you can control. 

 Avoid negative self-talk; replace “I’m not good enough” with 

“I’m improving every day.” 
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3. Reflect and Learn from Rejections 

 View each rejection as feedback, not failure. 

 Analyse what went wrong and improve your next attempt. 

4. Take Care of Your Mental and Physical Health 

 Get enough sleep, exercise, and eat healthy. 

 Practice stress-relief activities like meditation, yoga, or 

journaling. 

5. Stay Connected with Supportive People 

 Talk to friends, mentors, or family. 

 Join job-seeking groups or online communities for motivation. 

6. Keep Learning New Skills 

 Enrol in short online courses. 

 Learn job-relevant skills that make your profile stronger and 

increase confidence. 

7. Be Flexible and Open-Minded 

 Consider alternative roles, industries, or freelance work. 

 Use short-term opportunities as stepping stones. 

8. Maintain a Routine 

 Treat job searching like a job. 

 Set a daily schedule and stick to it—it builds discipline and 

reduces anxiety. 

9. Keep Your Resume and Online Profile Updated 

 Regularly revise your resume and LinkedIn profile. 

 Customize them for each job you apply to. 
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10. Be Patient and Persistent 

 Success doesn't happen overnight. 

 Keep applying, improving, and trusting the process—your efforts 

will pay off. 

POTENTIAL EMPLOYER JUDGMENTS OR BIASES 

Employers often make judgments about candidates based on 

various factors. While some judgments are based on skills and 

qualifications, others may stem from unconscious biases, stereotypes, 

or assumptions. Understanding these helps job seekers present 

themselves more effectively and confidently. 

What Are Employer Judgments? 

These are opinions or decisions employers form about a candidate, 

often during: 

 Resume screening 

 Interviews 

 Background checks 

 First impressions 

Common Types of Biases and Judgments 
 

Type of Bias or 

Judgment 
Description 

Appearance Bias 
Judging based on clothing, grooming, or 

physical features. 

Name or Ethnic Bias 
Stereotypes based on name, region, or 

background. 

Gender Bias 
Favouring one gender over another for certain 

roles. 
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Type of Bias or 

Judgment 
Description 

Age Bias 
Assumptions about ability or adaptability 

based on age. 

Education Bias 
Preferring candidates from certain institutions 

or degrees. 

Experience Bias 
Undervaluing freshers or overestimating 

experience. 

Accent or Language 

Bias 
Judgments based on the way a person speaks. 

Confirmation Bias 
Looking only for evidence that supports initial 

impressions. 

Cultural Fit Bias 
Rejecting someone who doesn’t “seem to fit” 

the workplace culture. 

 

How These Biases Affect the Hiring Process 

 Qualified candidates may be unfairly rejected. 

 Diverse perspectives may be overlooked. 

 Workplace inclusion and innovation may suffer. 

 Candidates may lose confidence due to repeated bias-based 

rejection. 

How Job Seekers Can Respond 

1. Professional Presentation Dress neatly, be punctual, and 

communicate clearly. 

2. Tailor Your Resume and Cover Letter Highlight your strengths 

that match the job role. 
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3. Practice Interview Skills Be confident, make eye contact, and 

answer questions clearly. 

4. Stay Positive Don’t take rejection personally—focus on learning 

and improving. 

5. Seek Inclusive Employers Research company culture and values 

before applying. 

Tips for Employers (For Awareness) 

 Use blind recruitment practices to avoid unconscious bias. 

 Give structured interviews with objective criteria. 

 Promote diversity, equity, and inclusion in hiring decisions. 

 

 

COMMON AREAS OF EMPLOYER JUDGMENT 

During the recruitment process, employers assess job candidates 

based on specific areas. These judgments help employers determine 

whether a candidate is suitable for a role. Understanding these areas 

allows job seekers to better prepare and present themselves effectively. 

COMMON AREAS EMPLOYERS EVALUATE 

Educational Background 

 Degree and specialization. 

 Academic performance (marks/grades). 

 Relevance of qualification to the job. 

Tip: Highlight relevant coursework, certifications, or projects. 

Work Experience 

 Past job roles, internships, or volunteer work. 

 Duration and relevance of experience. 

 Skills applied or gained. 

Tip: Focus on achievements, not just job duties. 
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Communication Skills 

 Ability to speak clearly and confidently. 

 Listening and interpersonal skills. 

 Written communication (emails, resumes, cover letters). 

Tip: Practice mock interviews and written tasks. 

Technical or Job-Specific Skills 

 Knowledge of software, tools, or technical processes. 

 Certifications and trainings. 

 Hands-on abilities required for the role. 

Tip: Mention both hard and soft skills relevant to the position. 

Problem-Solving and Critical Thinking 

 Ability to analyse situations and make decisions. 

 Creativity and resourcefulness. 

Tip: Use examples to demonstrate how you solved a problem in the 

past. 

Attitude and Personality 

 Confidence, positivity, and enthusiasm. 

 Willingness to learn and take initiative. 

 Compatibility with company culture. 

Tip: Show a proactive and flexible attitude during interviews. 

Teamwork and Collaboration 

 Ability to work with others respectfully. 

 Experience in group tasks or projects. 

Tip: Share examples from college or past jobs where you worked well 

in a team. 
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Appearance and Grooming 

 Personal hygiene and dress code. 

 First impressions during in-person or video interviews. 

Tip: Dress professionally and be punctual. 

Punctuality and Reliability 

 Attending interviews on time. 

 Following up when required. 

 Consistency in work history (no unexplained gaps). 

Tip: Be organized and follow through on commitments. 

Motivation and Career Goals 

 Clarity about your career path. 

 Interest in the company and the job role. 

 Willingness to grow and contribute. 

Tip: Research the company and align your goals with their mission. 

 

 

WHAT EMPLOYERS ARE REALLY LOOKING FOR 

Getting a job is not just about having a degree. Employers look 

for a combination of skills, qualities, and attitudes that indicate whether 

a candidate will succeed and contribute positively to the workplace. 

Understanding what employers truly value can help job seekers 

prepare smarter and stand out in competitive job markets. 

Top Qualities Employers Look For 

Relevant Skills and Knowledge 

 Both technical skills (e.g., computer proficiency, industry- 

specific tools) and soft skills (e.g., communication, teamwork) 

matter. 
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 Updated knowledge of your field is a plus. 

Tip: Highlight your skills in your resume and during interviews. 

Work Ethic and Responsibility 

 Employers want reliable and hard-working individuals. 

 Meeting deadlines, being punctual, and staying committed are 

valued. 

Tip: Share examples of how you handled responsibilities in school or 

past jobs. 

Positive Attitude 

 Optimism, motivation, and enthusiasm for the role. 

 Willingness to learn and improve. 

Tip: Show genuine interest in the job and company during interviews. 

Communication Skills 

 Ability to express ideas clearly and professionally. 

 Includes verbal, non-verbal, and written communication. 

Tip: Practice interviews and improve your email/resume writing. 

Teamwork and Collaboration 

 Employers want people who can work well with others. 

 Respect, cooperation, and shared goals are important. 

Tip: Share a story of a successful group project or team activity. 

Adaptability and Problem-Solving 

 The workplace is constantly changing. 

 Employees who adapt and solve problems creatively are valuable. 

Tip: Talk about a time you adjusted to a challenge or learned something 

new quickly. 
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Cultural Fit 

 Will the candidate blend with the team and company culture? 

 Shared values, Behavior, and attitude matter. 

Tip: Research the company’s mission, work style, and values before 

applying. 

Leadership Potential 

 Even in junior roles, employers appreciate individuals who take 

initiative and can lead in the future. 

Tip: Mention any leadership roles, no matter how small (e.g., class rep, 

event organizer). 

Career Motivation 

 Are you genuinely interested in the career, or just looking for any 

job? 

 Employers value candidates who are clear about their goals. 

Tip: Explain your career plan and how the job fits into it. 

Digital and Technological Awareness 

 Basic computer skills are expected in almost all jobs. 

 Awareness of online tools, apps, or platforms relevant to the job 

is a bonus. 

Tip: Learn basic tools like MS Office, Google Workspace, Zoom, etc. 

 

 

HOW TO CHOOSE A CAREER 

Choosing a career is one of the most important decisions in a 

person’s life. It shapes your future lifestyle, satisfaction, and personal 

development. The right career should match your skills, interests, 

values, and personality. 
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Step-by-Step Guide to Choosing a Career 

1. Self-Assessment 

Understand who you are before deciding what you want to do. 

 Interests – What do you enjoy doing? 

 Skills & Strengths – What are you good at (e.g., communication, 

problem-solving)? 

 Values – What matters to you (e.g., job security, salary, helping 

others)? 

 Personality – Are you introverted, extroverted, creative, 

analytical, etc.? 

Tip: Use career aptitude tests or speak to a career counsellor. 

2. Explore Career Options 

Research various career paths related to your interests and skills. 

 Read about job roles, industries, and work environments. 

 Learn about required qualifications and future prospects. 

 Attend career fairs, webinars, or informational interviews. 

Tip: Make a list of 5-10 careers that interest you. 

3. Set Career Goals 

Decide what you want to achieve in the short term and long term. 

 Short-term goals: Internships, skills development, or 

certifications. 

 Long-term goals: Leadership roles, specialization, or higher 

studies. 

Tip: Use the SMART method – Specific, Measurable, Achievable, 

Relevant, Time-bound. 



17 

 

 

4. Consider Educational Requirements 

Check the academic qualifications and skills needed for each career. 

 Some careers need a degree (e.g., engineering, law). 

 Others may require vocational training or certifications (e.g., 

photography, coding). 

Tip: Choose your course or stream based on your career interest. 

5. Gain Experience 

Try out your interests through real-world exposure. 

 Internships, part-time jobs, volunteering, or shadowing 

professionals. 

 This helps confirm whether you enjoy the work and are good at 

it. 

Tip: Practical experience adds value to your resume too. 

6. Seek Guidance 

Talk to people who can offer support and insight. 

 Teachers, career counsellors, professionals, and family members. 

 Ask about their career journey and any advice they have. 

Tip: Join LinkedIn or student forums for mentorship opportunities. 

7. Evaluate Job Market Trends 

Look into the demand, salary, and growth prospects of careers. 

 Are jobs available in your chosen field? 

 What is the average income? 

 Will this job exist 10 years from now? 

Tip: Choose a career that has both passion and employability. 
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CHANGE A CAREER 

Changing careers is becoming increasingly common in today's 

dynamic job market. Many people shift careers to find better 

opportunities, more satisfaction, or a better work-life balance. Career 

change is a process of transition, not just switching jobs. 

Why People Change Careers 
 

Reason Explanation 

Lack of satisfaction Feeling unfulfilled or bored. 

Better opportunities Higher salary, growth, or job security. 

Work-life balance More time for family or personal life. 

Health or stress Reducing mental or physical strain. 

Career interest shift Discovering new passions or goals. 

Industry changes Job loss due to automation or market shifts. 

 

Steps to Change a Career Successfully 

1. Self-Assessment 

 Re-evaluate your interests, strengths, values, and goals. 

 Understand what you want from your new career. 

Tip: Take personality or career aptitude tests for clarity. 

2. Research New Career Options 

 Learn about industries and job roles that suit you better. 

 Look into job requirements, qualifications, and salary levels. 

Tip: Make a shortlist of 2–3 careers that interest you most. 
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3. Bridge the Skill Gap 

 Identify the skills you need in the new field. 

 Take online courses, attend workshops, or earn certifications. 

Tip: Platforms like Coursera, LinkedIn Learning, and Google Career 

Certificates can help. 

4. Network and Seek Guidance 

 Talk to people already working in your target career. 

 Join professional groups, attend events, or find a mentor. 

Tip: Informational interviews can give you real-world insights. 

5. Start Small 

 Try part-time, freelance, or internship opportunities in the new 

field. 

 This reduces risk and builds relevant experience. 

Tip: Volunteering in a related role can also help. 

6. Update Your Resume and Profile 

 Highlight transferable skills like communication, leadership, or 

project management. 

 Tailor your resume to fit the new industry’s expectations. 

Tip: Use a professional resume template and update your LinkedIn 

profile. 

7. Be Patient and Positive 

 Career change takes time and effort. 

 Be open to entry-level roles or temporary pay cuts as a stepping 

stone. 

Tip: Keep a positive mindset and track your progress. 
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Common Myths About Career Change 
 

Myth Reality 

"I'm too old to change 

careers." 

People change careers at any age. 

Experience adds value. 

"I’ll have to start from 

scratch." 
Many skills are transferable to new roles. 

"Changing careers is 

risky." 

With planning, it can lead to better 

satisfaction and growth. 

 

FIND A JOB 

Finding a job is a process that requires planning, preparation, and 

persistence. It involves more than just sending out resumes—job 

seekers must understand the market, know where to look, and present 

themselves professionally. 

Steps to Find a Job Successfully 

1. Know What You're Looking For 

 Identify your career goals, preferred industry, and job role. 

 Consider factors like location, salary, growth opportunities, and 

work environment. 

Tip: Make a list of the top 3 job roles or companies you want to work 

for. 

2. Prepare a Strong Resume and Cover Letter 

 Create a clear, concise resume that highlights your skills, 

education, and experience. 

 Write a tailored cover letter for each job you apply to. 

Tip: Use action words like “led,” “created,” “assisted,” “managed,” etc. 
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3. Search Through Multiple Job Sources 
 

Platform/Method Example/Tip 

Online Job Portals Naukri, indeed, LinkedIn, Monster 

Company Websites Visit the 'Careers' section directly 

Newspapers/Employment 

News 

Useful for government and local 

jobs 

Social media 
Follow company pages and job 

groups 

Campus Placements 
Apply through the college career 

cells 

Walk-in Interviews Attend with a resume and ID proof 

Networking/Referrals Talk to friends, family, and alumni 

 

4. Practice Interview Skills 

 Be prepared for different types of interviews: in-person, phone, 

video. 

 Practice answering common interview questions confidently. 

Tip: Dress professionally and do research about the company before 

interviews. 

5. Create a Professional Online Presence 

 Update your LinkedIn profile with your skills and achievements. 

 Clean up your social media if applying for professional roles. 

Tip: Join career-related groups and follow industry leaders. 
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6. Apply and Follow Up 

 Apply to multiple jobs, not just one. 

 Send a follow-up email a week after applying if you haven’t heard 

back. 

Tip: Keep a tracker of where and when you’ve applied. 

7. Be Open and Patient 

 You may not get your dream job immediately. 

 Start with entry-level positions or internships to gain experience. 

Tip: Stay positive and continue building your skills while searching. 

STRATEGIES FOR FINDING A JOB - TRADITIONAL JOB - 

SEARCH TECHNIQUES 

While online platforms dominate today’s job market, traditional 

job search techniques continue to play a significant role. These methods 

are especially useful in local employment markets, entry-level roles, 

and for building long-term connections. 

Key Traditional Job Search Techniques 

1. Newspaper Advertisements 

 Jobs are often advertised in the Classifieds section of newspapers. 

 Includes government jobs, local business openings, and walk-in 

interviews. 

Tip: Check leading newspapers like The Hindu, Malayala Manorama, 

The Times of India, and Employment News Weekly. 

2. Employment Exchanges 

 Government-run centers where job seekers register and get job 

referrals. 

 Especially useful in rural or semi-urban areas. 
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Tip: States like Kerala have online portals like 

employment.kerala.gov.in. 

3. Campus Placement Drives 

 Educational institutions often invite companies to recruit students 

directly. 

 Offers a chance for students to be placed before graduation. 

Tip: Prepare well for campus interviews by updating your resume and 

practicing aptitude tests. 

4. Job Fairs and Career Exhibitions 

 Events where multiple employers gather to meet job seekers. 

 Conducted by colleges, government agencies, or recruitment 

firms. 

Tip: Carry multiple copies of your resume, dress formally, and prepare 

a short self-introduction. 

5. Walk-in Interviews 

 Employers advertise direct interview dates and locations. 

 No prior appointment needed—just walk in with your resume and 

credentials. 

Tip: Be early, well-dressed, and carry all necessary documents. 

6. Networking and Personal References 

 Informal way of finding jobs through friends, family, teachers, or 

alumni. 

 Many jobs are filled without advertisements through referrals. 

Tip: Let people know you’re looking for a job. Don’t hesitate to ask for 

help. 



24 

 

 

7. Notice Boards and Local Advertisements 

 Community centers, colleges, or local shops sometimes post job 

ads. 

 Common in rural areas and for blue-collar jobs. 

Tip: Check regularly and act quickly—these jobs often fill fast. 

8. Company Office Visits 

 Visiting companies in person to drop off your resume. 

 Shows initiative and interest, especially in small or medium 

businesses. 

Tip: Be polite and professional while visiting offices. Dress neatly. 

 

 

Comparison: Traditional vs Modern Job Search 
 

Traditional Techniques Modern Techniques 

Newspaper ads, job fairs Online portals, LinkedIn 

Word of mouth & references Digital networking, e-mail 

Employment exchange Company career websites 

Walk-in interviews Virtual interviews 

 

FLOWER EXERCISE (MODERN TECHNIQUE) 

The Flower Exercise is a modern self-discovery and career 

planning tool that helps individuals understand their strengths, 

preferences, and ideal job environment. It uses a flower with seven 

petals, each representing an important area of personal and career 

insight. 

Just like every flower is unique, every person’s career path is 

unique too. 
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The 7 Petals of the Flower Exercise 

Each petal answers a key question related to your ideal job or 

career. 

1. My Favourite Knowledge or Subjects 

 What subjects do I enjoy learning about? 

 What fields am I naturally curious about? 

Example: Business, History, Technology, Psychology 

2. My Preferred Kinds of People to Work With 

 What kind of people do I like to be around? 

 Think of values, attitudes, age group, or teamwork style. 

Example: Creative thinkers, team players, respectful colleagues 

3. What I Can Do and Love to Do (Skills) 

 Identify your transferable skills and motivational skills. 

 What are you good at and enjoy doing? 

Example: Writing, organizing events, analysing data, designing 

4. My Preferred Working Conditions 

 What kind of work environment suits me best? 

 Consider location, schedule, dress code, team/solo, 

indoor/outdoor. 

Example: Remote work, flexible hours, quiet workspace 

5. My Preferred Salary and Level of Responsibility 

 What are my expectations regarding pay? 

 Do I want a leadership role, or prefer support roles? 

Example: ₹25,000–₹40,000 starting salary, team lead role 
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6. My Purpose or Mission in Life 

 What larger purpose motivates me? 

 How do I want my work to impact the world? 

Example: Helping others, solving problems, promoting sustainability 

7. Where I Want to Live 

 Geographic preferences: country, state, city, rural/urban 

 Lifestyle and family considerations 

Example: Kerala, near family, or open to relocating abroad 

How to Use the Flower Exercise 

1. Draw a flower with 7 petals, each labelled with one of the 

categories. 

2. Write down answers for each part honestly and clearly. 

3. Look for patterns and overlaps—this helps identify ideal career 

paths. 

4. Use the flower to guide career decisions, job searches, and 

interviews. 

Tip: Review and update your flower every year as you grow and 

change. 

Benefits of the Flower Exercise 

 Promotes self-awareness 

 Helps in making career decisions confidently 

 Aligns career with personal values and lifestyle 

 Useful for both first-time job seekers and career changers 
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TOP FIVE TIPS FOR CHOOSING / CHANGING CAREER 

Choosing or changing a career is one of the most important 

decisions in life. With the right strategy and mindset, individuals can 

find a path that matches their skills, interests, values, and lifestyle. 

Whether you're selecting a career for the first time or making a 

shift, the following tips will guide your decision-making. 

1. Know Yourself First 

Self-assessment is the foundation of good career planning. 

 Identify your interests, skills, strengths, and personality type. 

 Use tools like: 

o SWOT Analysis (Strengths, Weaknesses, Opportunities, 

Threats) 

o Career aptitude tests 

o The Flower Exercise 

Ask: What activities energize me? What subjects do I enjoy? 

2. Research Career Options Thoroughly 

Don’t choose blindly. Know what you're getting into. 

 Learn about different industries and job roles. 

 Explore: 

o Job descriptions 

o Required qualifications 

o Salary range 

o Growth prospects 

o Work-life balance 

Use sources like company websites, LinkedIn, job portals, and career 

counsellors. 
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3. Talk to People in the Field (Networking) 

Real-life insights are more valuable than online data. 

 Conduct informational interviews with professionals. 

 Attend career fairs, seminars, alumni meet, and webinars. 

 Ask questions about daily responsibilities, challenges, and job 

satisfaction. 

Build relationships that can help with referrals or mentorship. 

4. Start Small – Gain Experience 

You don’t need to have everything figured out to begin. 

 Take internships, part-time jobs, freelancing, or volunteering. 

 Test your interest and gain hands-on experience. 

 Learn what you enjoy (or dislike) before fully committing. 

Every step is a learning opportunity—even mistakes help you grow. 

5. Be Flexible and Open to Change 

Career paths are rarely straight—they evolve with time. 

 You may not get your dream job immediately, and that’s okay. 

 Stay adaptable as industries evolve (especially with technology). 

 If a career doesn’t suit you, changing is not failure—it’s growth. 

Don’t fear change; plan for it with backup skills and continuous 

learning. 
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MODULE 2 

JOB SEARCH STRATEGIES 

Resumes - Why your resume still Matters - Getting ready to write 

your resume - Components of a resume - Some basic confusions 

regarding making a resume. 

RESUMES - WHY YOUR RESUME STILL MATTERS 

Despite the rise of social media profiles and online applications, 

the resume remains a key document in the hiring process. It is often the 

first impression a potential employer has of a candidate. A well-crafted 

resume can open doors, while a poor one can shut them. 

Why Your Resume Still Matters 1️. 

First Impression to Employers 

A resume is often the first filter in the hiring process. 

 Recruiters may spend just 6–10 seconds on a first look. 

 A clear, concise, and attractive resume creates an immediate 

impact. 

Think of your resume as your personal marketing brochure. 

2. Summarizes Skills, Experience, and Value 

 It presents a snapshot of who you are: 

o Education 

o Experience 

o Achievements 

o Skills and strengths 

 Helps employers quickly match your profile with job 

requirements. 

A good resume communicates why you are the right fit. 
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3️. Used Across All Recruitment Platforms 

 Whether you apply through job portals, email, or in person, you’ll 

be asked for a resume. 

 Even LinkedIn often allows resume uploads. 

 Campus placements, job fairs, and government exams all require 

resumes. 

Resumes are a universal requirement in job applications. 

4️. Supports Interview Preparation (for both sides) 

 Helps interviewers prepare relevant questions. 

 Allows candidates to recall achievements and responsibilities 

during the interview. 

A strong resume builds interview confidence. 

5️. Shows Professionalism and Seriousness 

Having a resume shows you’re serious about your career. 

 Demonstrates effort, attention to detail, and pride in your work. 

 Poor formatting, spelling mistakes, or outdated resumes reflect 

negatively. 

Your resume reflects your work ethic and communication skills. 
 

 

GETTING READY TO WRITE YOUR RESUME 

Before you begin writing a resume, it’s important to prepare the 

right information, clarify your career goals, and organize your content. 

Proper preparation ensures that your resume is focused, tailored, and 

professional. 
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Key Steps to Prepare Before Writing a Resume 1️. 

Understand the Purpose of Your Resume 

A resume is not just a list of qualifications—it’s a marketing tool. 

 It should highlight your strengths, experience, and potential. 

 Your goal is to match your resume to the job you're applying for. 

Ask yourself: What kind of job am I targeting? 

2. Identify Your Career Goal or Objective 

 Define your short-term career goal. 

 A clear goal helps you choose the right skills and experiences to 

include. 

Example: "To obtain a position in digital marketing that allows me 

to use my content creation and SEO skills." 

3️. Gather Personal and Educational Information 

Make a list of all important personal and academic details: 

 Full name and contact information 

 Educational qualifications (with dates and institutions) 

 Relevant coursework 

 Academic achievements or awards 

Keep certificates and mark sheets ready for reference. 

4️. List Your Work and Volunteer Experience 

Include: 

 Internships 

 Part-time jobs 

 Freelance projects 

 Volunteering or leadership roles 
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Mention role, organization, location, and dates for each 

experience. 

5️. Identify Key Skills and Strengths 

These can be technical (e.g., Excel, coding) or soft skills (e.g., 

communication, teamwork). 

 Make a list of your: 

o Transferable skills 

o Specialized knowledge 

o Personal qualities (reliable, creative, problem-solver) 

Match your skills with what the job description asks for. 

6️. Collect References or Referees (if needed) 

 Think of teachers, mentors, or past employers who can 

recommend you. 

 Get their permission before listing them in your resume. 

Include name, title, and contact number/email. 

7️. Review Samples and Templates 

 Study a few well-designed resumes in your field. 

 Decide on a resume format: 

o Chronological (most recent experience first) 

o Functional (skills-focused) 

o Combination (mix of both) 

Use simple, professional fonts and a clean layout. 
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Bonus Tips 

 Keep your resume short (1 page for freshers, 2 pages for 

experienced). 

 Avoid spelling or grammar mistakes. 

 Customize your resume for each job application. 

COMPONENTS OF A RESUME 

A resume is a formal document that showcases a candidate's 

qualifications, experience, and skills. A well-organized resume follows 

a standard structure that helps recruiters quickly find relevant 

information. 

A resume should be clear, concise, and tailored to the job applied 

for. 

Main Components of a Resume 

1️. Header (Contact Information) 

This section tells the employer who you are and how to contact 

you. 

Include: 

 Full name (in bold, larger font) 

 Phone number 

 Professional email address 

 LinkedIn profile (optional) 

 Location (city, state) 

Avoid using unprofessional email IDs. 
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2. Career Objective or Summary Statement 

A brief statement about your career goal and what you offer to 

the employer. 

For freshers: Use a Career Objective 

For experienced professionals: Use a Professional Summary 

Example: 

"Motivated commerce graduate seeking a challenging position in 

finance where I can apply analytical and organizational skills." 

3️. Educational Qualification 

Lists your academic background in reverse chronological order. 

Include: 

 Degree / Course 

 Institution Name 

 Year of Passing 

 Percentage/Grade (if good) 

Start with the most recent qualification. 

4️. Work Experience / Internships (if any) 

Details your past jobs, internships, or freelance work. 

Include: 

 Job title 

 Organization name 

 Duration 

 Key responsibilities and achievements 

Use bullet points and action verbs (e.g., managed, assisted, 

organized). 
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5️. Skills 

Highlight technical and soft skills relevant to the job. 

Examples: 

 MS Office, Tally, Photoshop 

 Communication, Problem-solving, Teamwork 

6️. Certifications / Training (if applicable) 

Mention any relevant short-term courses or professional 

certifications. 

Example: 

 Certified in Digital Marketing – Google 

 Tally ERP 9 Training – XYZ Institute 

7️. Projects (for freshers and students) 

Brief description of academic or personal projects showing 

initiative or applied knowledge. 

Include: 

 Project title 

 Description 

 Role/Outcome 

Helpful for showcasing practical experience. 

8️. Achievements / Awards 

Showcase academic, professional, or extracurricular recognition. 

Example: 

 1st Rank in B. Com – 2022 

 Best Volunteer Award – NSS 
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9️. Languages Known (Optional) 

Mention languages you can speak/read/write. 

Example: 

English – Fluent | Malayalam – Native | Hindi – Basic 

Hobbies / Interests (Optional) 

It can give insight into your personality or transferable skills. 

Example: 

Reading finance blogs, playing football, and volunteering 

References (Optional) 

Add only if requested. Otherwise, mention "Available upon 

request." 

 

SOME BASIC CONFUSIONS REGARDING MAKING A 

RESUME 

Many job seekers, especially freshers and students, feel confused 

while preparing their first resume. Clarifying these doubts is essential 

to create a professional, focused, and effective resume that increases 

the chances of being shortlisted. 

Common Confusions and Clarifications 

1️. Resume vs. CV – What’s the Difference? 

 Resume: A brief (1–2 pages) summary of your skills, education, 

and experience, tailored to a specific job. 

 CV (Curriculum Vitae): A detailed document (more than 2 

pages) used for academic, teaching, or research positions. 

Use a resume when applying for most jobs in the private sector. 
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2. Should I Include a Photo? 

 Generally not required, unless specifically asked. 

 In some countries (India included), it’s optional. 

 If added, use a professional passport-size photo. 

Avoid selfies or casual pictures. 

3️. Should I Mention My Full Address? 

 No need to write the full residential address. 

 Mention only City and State, with Phone number and Email. 

Example: Kochi, Kerala | +91-9876543210 | yourmail@email.com 

4️. Do I Need a Career Objective? 

 Yes, especially for freshers. 

 Keep it short, clear, and job-specific. 

 Avoid vague or generic objectives. 

Bad: “To work in a dynamic environment.” 

Good: “To obtain an entry-level accounting position where I can 

apply my knowledge of Tally and MS Excel.” 

5️. What if I Have No Work Experience? 

 Focus on: 

o Internships 

o Academic projects 

o Volunteering or college club activities 

o Certifications 

 Highlight skills and achievements gained during college. 

Everyone starts somewhere — use your potential as a strength. 

mailto:yourmail@email.com
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6️. How Long Should My Resume Be? 

 Freshers: 1 page is ideal. 

 Experienced: 1–2 pages maximum. 

Avoid unnecessary details that make the resume too long. 

7️. Should I Use Fancy Fonts or Colours? 

 No. Keep it simple and professional. 

 Use fonts like Arial, Calibri, or Times New Roman. 

 Stick to black text on a white background. 

Avoid bold colours, emojis, or decorative borders. 

8️. Can I Copy Resume Formats from the Internet? 

 You can use templates, but always customize the content. 

 Avoid copy-paste from someone else's resume. 

Your resume should reflect your unique journey. 

9️. Should I Add Personal Details (Religion, Marital Status, etc.)? 

 Not required. 

 Only include relevant professional information. 

Keep the resume unbiased and focused. 

10. Can I Include Hobbies and Interests? 

 Optional, but good if they: 

o Show personality 

o Reflect transferable skills (e.g., leadership, teamwork) 

 Keep it brief. 

Example: Reading business blogs, playing football, and 

volunteering 
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TYPES OF RESUMES - CHRONOLOGICAL RESUMES - 

SKILL RESUMES EXAMPLES -DIFFERENCES - OTHER 

TYPES OF RESUMES. 

A resume is a tool to market yourself to employers. Depending on 

your background, experience, and career goals, you can choose 

different types of resume formats. The right format helps highlight your 

strengths and hide weaknesses like employment gaps or lack of 

experience. 

Major Types of Resumes 

1️. Chronological Resume (also called Reverse Chronological) 

This is the most common and traditional format. 

Features: 

 Lists work experience starting from the most recent. 

 Emphasis on job titles, employers, and dates. 

 Shows a clear career progression. 

Best For: 

 People with consistent work history. 

 Applying in the same industry or field. 

Example (Structure): 

Name & Contact 

Career Objective 

Work Experience (Most recent to oldest) 

Education 

Skills 

Achievements 

References 
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Pros: 

 Easy to read. 

 Preferred by employers and recruiters. 

Cons: 

 Not ideal for those with gaps in employment or frequent job 

changes. 

2. Skill-based Resume (also called Functional Resume) 

Focuses on skills and abilities instead of chronological work 

history. 

Features: 

 Groups experience under skill categories (e.g., Communication, 

Leadership). 

 Work history and dates are mentioned briefly or at the end. 

 Focus is on what you can do, not when or where. 

Best For: 

 Freshers, career changers, or people with employment gaps. 

 Those with relevant transferable skills but not job experience. 

Example (Structure): 

Name & Contact 

Career Objective 

Key Skills 

Skill Sections with Examples 

Education 

Work Summary (Optional) 

Achievements 

References 
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Pros: 

 Highlights capabilities over timeline. 

 Good for hiding gaps or lack of direct experience. 

Cons: 

 Some recruiters may prefer seeing a clear career path. 

3️. Combination Resume 

Mixes elements of both chronological and skill-based formats. 

Features: 

 Starts with skills summary. 

 Followed by chronological work experience. 

 Shows what you can do and where you did it. 

Best For: 

 Professionals with strong skills and a solid work history. 

 Job changers wanting to emphasize transferable skills. 

4️. Targeted Resume 

A resume customized for a specific job role. 

Features: 

 Highlights only experience and skills relevant to the job. 

 Often based on keywords from the job description. 

Best For: 

 Applying to specific job postings. 
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5️. Mini Resume 

A short summary—used for networking or job fairs. 

Features: 

 Includes brief info about skills, experience, and contact details. 

 Usually one-third to half a page. 

Differences Between Chronological & Skill-Based Resumes 
 

Feature 
Chronological 

Resume 

Skill-Based (Functional) 

Resume 

Focus Work history Skills and abilities 

Structure 
Recent jobs to older 

jobs 
Skills grouped into sections 

Best for 
Continuous 

experience 
Career changers, freshers 

Drawback Shows gaps clearly Less familiar to recruiters 

Employer 

Preference 
Most preferred Less preferred but useful 

 

STRATEGIC ONLINE PRESENCE FOR CAREER 

ADVANCEMENT 

In today's digital world, employers often search online to learn 

more about job applicants before making hiring decisions. Therefore, 

maintaining a strategic and professional online presence can 

significantly improve your career opportunities and visibility. 
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What is a Strategic Online Presence? 

A deliberate and professional representation of yourself on online 

platforms to: 

 Showcase your skills and qualifications 

 Connect with professionals 

 Attract job opportunities 

It is about building a digital reputation that aligns with your career 

goals. 

Key Platforms for Online Presence 

1️. LinkedIn 

 A professional networking site 

 Create a complete profile with your photo, headline, summary, 

education, experience, and skills 

 Join industry-related groups and follow companies 

 Share career-related content 

Recruiters use LinkedIn to find and assess candidates. 

2. Online Portfolio / Personal Website 

 Best for designers, writers, developers, and freelancers 

 Include resume, work samples, certifications, and contact info 

 Shows initiative and creativity 

3. Professional Email and Google Presence 

 Use a formal email ID (e.g., yourname@gmail.com) 

 Make sure search results for your name reflect professional and 

clean content 

 Remove any inappropriate or outdated content from older blogs 

or profiles 

mailto:yourname@gmail.com
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4️. Social Media (Facebook, Instagram, X, etc.) 

 Employers may check public profiles 

 Clean up or privatize personal content 

 Use social media to follow industry trends, share useful articles, 

or join professional communities 

 

WHY ONLINE PRESENCE MATTERS FOR YOUR CAREER 

 First impression is often online 

 Increases your visibility to recruiters 

 Helps in networking and building professional connections 

 Let's you showcase achievements and skills beyond a resume 
 

 

Do’s and Don’ts of Online Presence 
 

✅ Do's ❌ Don’ts 

Keep profiles updated 
Post offensive or unprofessional 

content 

Use a professional profile 

photo 
Share personal or political rants 

Join relevant online 

communities 

Ignore comments or messages from 

professionals 

Share your projects, blogs, 

or ideas 
Lie about qualifications online 
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Tips to Build a Strategic Online Presence 

1. Google yourself to see what others see 

2. Create a strong LinkedIn profile 

3. Join online webinars, forums, and discussions 

4. Engage with industry leaders by commenting or sharing 

5. Blog about your learning journey or projects 

6. Keep your digital resume/portfolio accessible 

7. Be consistent across all platforms 

 

 

BUILD A BETTER ONLINE PROFILE – LINKEDIN PROFILE 

- JOB PORTALS 

 

 

In today’s job market, having an impressive online profile is as 

important as having a good resume. Recruiters and hiring managers 

frequently use online platforms to screen, evaluate, and connect with 

potential candidates. 

1️. LinkedIn Profile: The Professional Social Network 

LinkedIn is the most widely used platform for professional 

networking, job hunting, and personal branding. 

Key Components of a Strong LinkedIn Profile: 

1️. Profile Photo 

o Use a recent, professional headshot 

o Dress appropriately and smile naturally 

2. Headline 

o Summarize your career role, interests, or goals in one line 

Example: “Aspiring Data Analyst | Skilled in Excel, SQL & 

Python” 
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3️. About / Summary Section 

o Write a short professional bio (3–4 sentences) 

o Highlight your strengths, goals, and key skills 

4️. Experience 

o List your internships, part-time jobs, or volunteer work 

o Use bullet points to describe what you did and achieved 

5️. Education 

o Include all relevant academic qualifications 

6️.  Skills & Endorsements 

o Add skills that are relevant to your field 

o Get peers or mentors to endorse your skills 

7️. Certifications 

o Add online courses and certifications (e.g., Coursera, 

Udemy) 

8️. Connections & Networking 

o Connect with classmates, alumni, faculty, and professionals 

o Join relevant LinkedIn Groups 

9️. Activity 

o Like, comment, or share relevant professional content 

o Show engagement with industry trends 
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2. Job Portals: Platforms to Apply for Jobs 

Job portals help connect job seekers with employers. Having a 

complete and updated profile increases your chances of getting 

shortlisted. 

Popular Job Portals in India: 

 Naukri.com 

 Indeed 

 Monster India 

 Shine.com 

 Freshersworld 

 LinkedIn Jobs 

 Internshala (for internships) 

Tips to Build an Effective Job Portal Profile: 

1️. Create a Clear, Concise Profile 

o Use the same name and email across all platforms 

o Choose appropriate job categories and locations 

2. Upload an Updated Resume 

o Keep it ATS-friendly (simple formatting, keywords) 

3️. Fill Out All Fields 

o Add education, experience, skills, and desired job role 

4️. Use Keywords 

o Tailor your profile using job-related keywords from job 

descriptions 

5️. Set Job Alerts 

o Get instant notifications when relevant jobs are posted 
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6️. Stay Active 

o Log in regularly and update your profile at least once a 

month 

 

Comparison Table: LinkedIn vs. Job Portals 
 

Feature LinkedIn Job Portals 

Purpose Networking & job search Direct job applications 

Interaction Connect with professionals Apply to job listings 

Visibility 
Recruiters search your 

profile 

Recruiters view uploaded 

resumes 

Extra 

Benefits 

Articles, groups, 

recommendations 

Job alerts, resume 

services 

Best For Long-term career growth Active job search 
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MODULE 3 

JOB APPLICATIONS 

Job application letters - Types of letters – Differences – Examples 

Organisation of letters - T Letters – Example - Covering Letter 

Purpose – Structure – Example 

 

JOB APPLICATION LETTERS 

A Job Application Letter is a formal document sent by a job 

seeker to an employer expressing interest in a specific position and 

showcasing their qualifications, experience, and suitability for the role. 

It usually accompanies a résumé or CV. 

Objectives 

 To introduce the candidate to the employer. 

 To highlight qualifications and experience relevant to the job. 

 To persuade the employer to call the candidate for an interview. 

 To express enthusiasm and suitability for the job role. 

Key Components 

1. Sender’s Address 

2. Date 

3. Receiver’s Address 

4. Subject Line 

5. Salutation (e.g., Dear Sir/Madam) 

6. Body of the Letter: 

o Introduction: State the purpose of writing and the position 

applied for. 

o Middle Paragraph(s): Detail your educational background, 

work experience, skills, and achievements. 
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o Closing Paragraph: Express willingness for an interview 

and thank the employer. 

7. Complimentary Close (e.g., Yours faithfully) 

8. Signature 

9. Enclosure (if résumé or certificates are attached) 

Features: 

 Formal tone and structure 

 Customized for each job 

 Focused and clear 

 Error-free and professionally presented 

Example Opening Sentences: 

 "I am writing to apply for the position of Marketing Executive, as 

advertised in The Hindu on 10th June 2025." 

 "With reference to your job posting on LinkedIn, I am submitting 

my application for the role of Software Developer." 

Tips for Writing: 

 Tailor the letter for the specific job and company. 

 Keep it concise (1 page). 

 Use professional language and tone. 

 Highlight achievements using specific examples. 

 Proofread for grammar and spelling errors. 

 

 

TYPES OF LETTERS 

A Job Application Letter may vary in structure and purpose 

depending on the situation or approach. Generally, there are two main 

types, along with some specific formats based on the job-seeking 

context. 
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1. Solicited Application Letter 

This letter is written in response to a known job vacancy (i.e., the 

job has been advertised). 

Purpose: 

To apply for a job that has been publicly advertised in newspapers, 

company websites, or job portals. 

Features: 

 Refers to the source of the advertisement. 

 Mentions the exact job title. 

 Tailored to the specific requirements mentioned in the ad. 

Example Start: 

“With reference to your advertisement in The Hindu dated 10th June 

2025, I wish to apply for the post of Sales Executive.” 

2. Unsolicited Application Letter 

This is a letter written when there is no advertised job opening, 

but the candidate wants to express interest in working for a company. 

Purpose: 

To explore future job opportunities or express interest in any 

upcoming vacancies. 

Features: 

 Sent on the candidate’s own initiative. 

 Does not mention a specific job advertisement. 

 Emphasizes interest in working with the company in general. 

Example Start: 

“I am writing to express my keen interest in working with your 

esteemed organization in the field of finance.” 
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3. Letter of Referral (or Referred Application Letter) 

Written when the applicant is referred to a position by someone 

in the organization or a mutual contact. 

Purpose: 

To leverage personal or professional contacts for job 

opportunities. 

Features: 

 Includes the name of the person who referred. 

 Creates a sense of trust and credibility. 

Example Start: 

“Mr. Ajay Kumar, Senior Manager at your company, suggested I 

contact you regarding opportunities in your HR department.” 

4. Networking Application Letter 

Written to individuals in your professional network seeking job 

leads, advice, or recommendations. 

Purpose: 

To gather information or referrals about job openings. 

Features: 

 Less formal than direct applications. 

 Focuses on relationship and information gathering. 

5. Email Application Letter 

A modern format where the job application is sent via email, often 

with the résumé attached. 

Purpose: 

Quick, digital mode of application preferred by most employers 

today. 
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Features: 

 Concise and professional. 

 Clear subject line and proper formatting. 
 

 

DIFFERENCES 

Differences Between Types of Job Application Letters 
 

 

Type of Letter 

 

Definition 

Job 

Vacancy 

Known? 

Source 

Mentioned 

? 

Initiated 

By 

Tone/Conten 

t Focus 

 

Example Situation 

 

Solicited 

Written in 

response to a job 

advertisement 

 

Yes 

 

Yes 

 

Employer 

(via ad) 

Specific to 

the advertised 

role and 

requirements 

 

Applying for a job seen 

in a newspaper ad 

 

 

Unsolicited 

 

Written without 

any job 

advertisement 

 

 

No 

 

 

No 

 

 

Candidate 

Shows 

interest in 

working for 

the company 

in general 

 

Writing to a company 

even if no jobs are 

posted 

 

 

Referred 

 

Sent based on a 

recommendation 

from someone 

 

 

Yes or No 

 

 

Sometimes 

 

Candidate 

with a 

referral 

Emphasizes 

connection 

and referred 

person's 

credibility 

 

Being referred by a 

friend who works there 

 

 

Networking 

 

Sent to contacts 

for job leads or 

guidance 

 

Not 

necessarily 

 

 

No 

 

Candidate 

(through 

network) 

Informal; 

focuses on 

request for 

advice, leads, 

or help 

 

Asking a professor or 

former boss for leads 

 

Email Application 

Sent through 

email, usually 

with résumé 

attached 

 

Yes or No 

 

Optional 

 

Candidate 

Concise, 

professional, 

follows email 

etiquette 

Emailing HR with 

application and 

documents 
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Key Differences at a Glance: 

1. Vacancy Status: 

o Solicited is based on known openings. 

o Unsolicited explores potential future roles. 

o Referrals may or may not relate to a posted job. 

o Networking seeks information or guidance, not a specific 

job. 

o Email is a format, not based on vacancy status. 

2. Initiator: 

o Solicited is employer-driven (through advertisement). 

o Others are usually candidate-driven. 

3. Personalization: 

o Referred and Networking letters often contain personal 

touches or mentions of mutual contacts. 

o Solicited and Email letters are more formal and role- 

specific. 

4. Format: 

o Email Application Letters are digital and brief. 

o Other types may follow a formal letter format on paper or a 

PDF. 

ORGANISATION OF LETTERS 

The organisation of a letter refers to the proper arrangement of its 

different parts in a logical and professional order. It ensures clarity, 

readability, and effectiveness in communication. 
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1. Heading (Sender’s Address): 

 Placed at the top left or right corner. 

 Includes the writer's full address and contact details. 

 No name is mentioned here. 

2. Date: 

 Written below the sender's address. 

 Use full format: 12 June 2025 

 Avoid abbreviations like 12/06/25. 

3. Receiver’s Address: 

 Name and designation of the recipient, followed by the company 

name and address. 

4. Subject Line: 

 A short line stating the purpose of the letter. 

 Example: 

Subject: Application for the Post of Accountant 

5. Salutation (Greeting): 

 Formal greeting to the recipient. 

 Example: 

Dear Sir/Madam, 

If the name is known: 

Dear Mr. Joseph, 

6. Body of the Letter: 

The main part is divided into three paragraphs: 

a) Introduction: 

 Mention the purpose of writing (job application, inquiry, etc.) 

 Refer to any advertisement or contact. 
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b) Main Content: 

 Details of qualification, skills, experience. 

 Highlight suitability for the position. 

c) Conclusion: 

 Express interest in interview or further communication. 

 Thank the recipient. 

7. Complimentary Close: 

 A polite way to end the letter. 

 Common phrases: 

o Yours faithfully (if recipient is unknown) 

o Yours sincerely (if name is known) 

8. Signature: 

 Your handwritten (or typed) name under the closing. 

 Include full name and designation (if any). 

 Optionally, add your phone number or email. 

9. Enclosures (if any): 

 If documents like a résumé or certificates are attached, mention 

them. 

 Example: 

Resume, Degree Certificate 

 

 

T LETTERS 

A T-Letter is a type of job application or cover letter that uses a 

two-column format (shaped like the letter “T”) to clearly compare the 

employer’s requirements with the applicant’s qualifications. It is a 

powerful tool for job seekers to directly match their skills with the job 

description. 
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Structure of a T-Letter: 

A T-letter typically has three main parts: 

1. Opening Paragraph: 

o Introduction and the position applied for. 

o A brief sentence expressing interest in the company or role. 

2. T-Chart Section: 

o A two-column table that directly compares: 

 Left column: Job Requirements (from job ad) 

 Right column: Your Qualifications/Skills (matching 

them) 

o This format makes it easy for employers to see why you’re 

a good fit. 

3. Closing Paragraph: 

o Express enthusiasm for the position. 

o Mention willingness for an interview. 

o Thank the employer for their time. 

Example T-Chart Format: 
 

Your Requirements My Qualifications 

Bachelor’s degree in 

Finance 
Completed B. Com with First Class 

2+ years of experience 3 years as Junior Accountant 

MS Excel proficiency Advanced Excel user with certification 

Communication skills 
Presented reports to management 

monthly 
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4. Benefits of T-Letters: 

 Highlights exact match between job and applicant. 

 Saves time for the employer. 

 More impactful than traditional paragraphs. 

 Easy to scan and read. 

5. When to Use T-Letters: 

 When the job ad has a clear list of qualifications. 

 For competitive job applications. 

 When you want to stand out from other candidates. 

6. Tips: 

 Be honest and specific. 

 Use bullet points if necessary, in the right column. 

 Keep the letter brief—ideally one page. 

 

 

COVERING LETTER 

A Covering Letter (also called a Cover Letter) is a formal letter 

that accompanies a résumé or job application. It introduces the 

applicant to the employer and highlights key qualifications relevant to 

the job. 

Purpose of a Covering Letter: 

 To introduce yourself to the employer. 

 To explain why you are applying for the position. 

 To highlight relevant skills, experiences, and achievements. 

 To create interest and prompt the employer to read your résumé. 

 To request an interview or further communication. 
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Features of a Good Covering Letter: 

 Formal and concise (ideally one page). 

 Tailored to the specific job and company. 

 Highlights strengths, not just restates the résumé. 

 Error-free and professional in tone. 

 Uses active language and focuses on value to the company. 

Structure of a Covering Letter: 

1. Sender’s Address 

2. Date 

3. Receiver’s Address (Employer’s details) 

4. Subject Line – E.g., Application for the Post of Sales Executive 

5. Salutation – Dear Sir/Madam or Dear Mr./Ms. [Name] 

6. Introduction Paragraph – Who you are, why you are writing 

7. Body Paragraph(s) – Your qualifications, skills, and 

achievements related to the job 

8. Closing Paragraph – Request for interview, thank you note 

9. Complimentary Close – Yours faithfully/sincerely 

10. Signature – Name and contact details 

Example Opening Lines: 

 “I am writing to express my interest in the post of Marketing 

Assistant as advertised on your website.” 

 “Please accept this letter as my formal application for the position 

of Data Analyst at XYZ Ltd.” 
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Difference Between Covering Letter and an Application Letter: 
 

Covering Letter Application Letter 

Brief and accompanies a 

résumé 

May serve as a complete application 

document 

Focuses on introduction and 

highlights 

Detailed description of qualifications 

and skills 

Often used in modern job 

applications 

Traditional format for formal job 

applications 

 

Tips for Writing: 

 Personalize each letter for the specific job. 

 Use keywords from the job description. 

 Be confident but not arrogant. 

 Always proofread before sending. 

PURPOSE 

A Covering Letter is a formal letter that accompanies a résumé or 

job application. Its main purpose is to introduce the applicant to the 

employer and highlight their suitability for the job. 

 

Key Purposes of a Covering Letter: 

1. Introduction of the Applicant: 

o Provides a brief background about who you are. 

o Specifies the position you are applying for. 

2. Showcases Interest in the Job: 

o Explains why you are interested in the specific role and 

company. 
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3. Highlights Key Qualifications: 

o Emphasizes the most relevant skills, experiences, and 

achievements. 

o Connects your strengths with the job requirements. 

4. Adds a Personal Touch: 

o Demonstrates your communication skills and 

professionalism. 

o Makes your application more personalized than just a 

résumé. 

5. Encourages Employer to Read Your Résumé: 

o Acts as a gateway to your résumé or CV. 

o Makes the employer interested in learning more about you. 

6. Requests Further Communication: 

o Politely asks for an interview or meeting. 

o Shows willingness for follow-up. 

STRUCTURE 

A Covering Letter should be properly organized and follow a 

formal structure to create a professional impression. Below is the 

standard structure of a covering letter used for job applications: 

 

1. Sender’s Address 

 Written at the top left or right corner. 

 Includes your full postal address, phone number, and email. 

 No name is written here. 
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2. Date 

 Written below the sender’s address. 

 Use the full format (e.g., 12 June 2025). 

3. Receiver’s Address 

 Includes the name, designation, company name, and address of 

the recipient. 

4. Subject Line 

 A brief line stating the purpose of the letter. 

Example: 

Subject: Application for the Post of Accountant 

5. Salutation (Greeting) 

 A respectful opening line. 

 Use "Dear Sir/Madam" if the name is unknown. 

 Use "Dear Mr./Ms. [Name]" if the name is known. 

6. Body of the Letter 

Divided into three paragraphs: 

a) Introduction Paragraph: 

 State the purpose of the letter and the position applied for. 

 Mention how you came to know about the job (if applicable). 

b) Middle Paragraph: 

 Highlight your key qualifications, skills, work experience, or 

academic background. 

 Show how you are suitable for the job. 

c) Closing Paragraph: 

 Express willingness for an interview or further contact. 

 Thank the reader for their time and consideration. 
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7. Complimentary Close 

 A polite closing phrase. 

 Use "Yours faithfully" (if the name is unknown) or "Yours 

sincerely" (if the name is known). 

8. Signature 

 Sign your name (if printed) and write your full name below. 

 Include your phone number or email if not already mentioned. 

9. Enclosure (if any) 

 Mention attached documents like résumé, certificates, etc. 

Example: 

Resume, Degree Certificate 
 

 

Job Interviews -Why do I need an interview strategy? - Interview 

check lists - Parts of an interview - Stress interview 

 

JOB INTERVIEWS 

A Job Interview is a formal conversation between an employer 

and a job applicant to assess whether the candidate is suitable for the 

position. It is a crucial step in the hiring process. 

Purpose of a Job Interview: 

 To evaluate the applicant’s qualifications, skills, and personality. 

 To determine how well the candidate fits into the company’s 

culture. 

 To provide the applicant with more information about the job and 

organization. 

 To clarify details on the résumé or application. 
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3. Types of Job Interviews: 
 

Type Description 

Telephonic 

Interview 
Conducted over the phone to screen candidates. 

Face-to-Face 

Interview 

Direct meeting between candidate and 

interviewer. 

Video Interview 
Conducted via Zoom, Skype, etc., especially for 

remote jobs. 

Panel Interview 
A group of interviewers ask questions to a single 

candidate. 

Group Interview 
Multiple candidates are interviewed together to 

assess teamwork. 

Technical 

Interview 

Focuses on subject knowledge and job-related 

skills. 

HR Interview Assesses personality, attitude, and cultural fit. 

 

4. Stages of a Job Interview: 

1. Introduction: Initial greetings and first impressions. 

2. Questioning: The Interviewer asks about qualifications, 

experience, and situational responses. 

3. Discussion: Opportunity for the candidate to ask questions. 

4. Closing: Thanking each other, next steps may be discussed. 

5. Common Interview Questions: 

 Tell me about yourself. 

 Why do you want to work here? 

 What are your strengths and weaknesses? 
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 Describe a challenging situation and how you handled it. 

 Where do you see yourself in 5 years? 

6. Tips to Succeed in a Job Interview: 

 Research the company and job role. 

 Dress formally and maintain proper body language. 

 Listen carefully and answer confidently. 

 Be honest and professional. 

 Ask relevant questions to show interest. 

7. Importance of Job Interviews: 

 Helps both employer and applicant make the right decision. 

 Ensures the best match between the job and the person. 

 Builds confidence and communication skills in candidate 

 

 

WHY DO I NEED AN INTERVIEW STRATEGY? 

An interview strategy is a well-planned approach to prepare for 

and perform effectively in a job interview. It includes how you research, 

present yourself, answer questions, and follow up after the interview. 

 

Importance / Reasons for Having an Interview Strategy: 

1. To Make a Strong First Impression 

 A good strategy helps you enter the interview with confidence, 

dressed properly, and with the right mindset. 

 First impressions matter and can affect the outcome. 

2. To Communicate Clearly and Effectively 

 Planning helps you express your skills, achievements, and career 

goals in a clear and structured way. 
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3. To Handle Difficult Questions 

 With a strategy, you can prepare for tough questions like: 

“What are your weaknesses?” or “Why should we hire you?” 

4. To Show Your Interest and Fit 

 Helps you demonstrate how your skills and values align with the 

company’s needs. 

 Employers want candidates who understand the company and the 

role. 

5. To Manage Time Wisely 

 A strategy ensures you don’t talk too much or too little and cover 

all important points within the time. 

6. To Ask Smart Questions 

 A good strategy includes preparing thoughtful questions for the 

interviewer. 

Example: “What does success look like in this role?” 

7. To Reduce Stress and Nervousness 

 Preparation increases confidence and reduces anxiety. 

 You’ll know what to expect and how to respond. 

INTERVIEW CHECK LISTS 

An interview checklist is a list of important things to prepare 

before, during, and after a job interview. It helps candidates stay 

organized, confident, and professional. 
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1. Before the Interview – Preparation Checklist 

Research the company: 

 Know their mission, products, services, and recent news. 

Understand the job role: 

 Read the job description carefully and match your skills. 

Prepare your documents: 

 Updated resume 

 Certificates 

 ID proofs 

 Portfolio (if needed) 

Practice common interview questions: 

 "Tell me about yourself", "Why should we hire you?", etc. 

Plan your outfit: 

 Choose formal and neat clothing suitable for the company culture. 

Know the interview location or link: 

 Check address or online meeting link in advance. 

Prepare questions to ask the interviewer: 

 E.g., “What are the opportunities for growth in this role?” 

Get proper sleep and rest before the day. 

2. On the Day of the Interview – Checklist 

Reach early: 

 Arrive at least 10–15 minutes before the scheduled time. 

Carry all required documents: 

 Resume copies, ID, certificates in a folder. 
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Dress professionally: 

 Clean, ironed clothes and polished shoes. 

Be polite and confident: 

 Greet with a smile and a firm handshake (if in person). 

Switch off or silence your mobile phone. 

Maintain good body language: 

 Eye contact, sit straight, no fidgeting. 

Listen carefully and answer clearly. 

 

 

3. After the Interview – Checklist 

Thank the interviewer: 

 Politely express gratitude at the end. 

Follow up: 

 Send a thank-you email within 24 hours. 

Reflect on your performance: 

 Think about what went well and where you can improve. 

Stay available: 

 Keep phone and email accessible for responses. 

 

 

Benefits of Using an Interview Checklist 

 Reduces nervousness 

 Ensures you don’t forget anything important 

 Increases chances of success 

 Shows professionalism and preparation 
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PARTS OF AN INTERVIEW 

A job interview generally follows a structured format, which 

includes several important parts or stages. Understanding each part 

helps candidates prepare effectively and perform confidently. 

1. Introduction / Opening Stage 

 Purpose: Breaks the ice and sets the tone. 

 What happens: 

o Greetings and handshakes (if in person). 

o The interviewer introduces themselves. 

o Brief talk to make the candidate feel comfortable. 

o Sometimes includes small talk (weather, journey, etc.). 

Tip: Be polite, confident, and make a positive first impression. 

2. Information-Gathering Stage (Main Interview) 

 Purpose: Evaluate the candidate’s qualifications, experience, and 

suitability for the job. 

 What happens: 

o The interviewer asks questions about education, skills, 

strengths, weaknesses, work experience, etc. 

o May include technical or situational questions. 

o Behavioral questions like “Tell me about a time when…” 

o Problem-solving tasks or mini-tests (sometimes). 

Tip: Answer honestly, clearly, and stay relevant. 
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3. Candidate’s Questions Stage 

 Purpose: Allows the candidate to ask questions and learn more 

about the company or role. 

 What happens: 

o The interviewer may ask, “Do you have any questions for 

us?” 

o Candidate can ask about company culture, team, job 

responsibilities, training, growth, etc. 

Tip: Ask thoughtful, job-related questions to show your interest. 

4. Closing Stage / Conclusion 

 Purpose: Final wrap-up of the interview. 

 What happens: 

o The interviewer thanks the candidate. 

o Explains next steps (e.g., when results will be announced). 

o The candidate may thank the interviewer and express 

interest in the role. 

Tip: End with a smile, thank the interviewer, and leave gracefully. 

 

 

STRESS INTERVIEW 

A Stress Interview is a type of job interview where the interviewer 

deliberately creates a stressful or uncomfortable situation to observe 

how the candidate reacts under pressure. 

Purpose of a Stress Interview: 

 To test the emotional strength, patience, and problem-solving 

ability of the candidate. 

 To evaluate how well the candidate can handle criticism, pressure, 

or conflict. 



71 

 

 

 Useful for roles that involve high pressure, such as customer 

service, sales, police, military, or management. 

 

Common Stress Interview Techniques: 
 

Technique Description 

Interrupting answers 
The interviewer cuts in before the answer is 

complete. 

Long silence 
The interviewer remains silent to make the 

candidate uncomfortable. 

Rapid-fire questions 
Asking many questions quickly without 

giving time to think. 

Rude or aggressive 

Behavior 

Deliberately behaving cold or critical to test 

the reaction. 

Contradiction 
Challenging the candidate’s answers to 

create doubt. 

 

How to Handle a Stress Interview: 
 

Example Situations: 

 "You seem overqualified for this job. Why would we hire you?" 

 "You’ve changed jobs very often. Are you unstable?" 

 Silent staring by the interviewer for 20 seconds after you answer 

Stay calm and composed 

Maintain polite body language 

Don’t take it personally 

Answer with clarity and confidence 

Smile and stay professional, even if the situation feels unfair 
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Importance of Stress Interviews: 

 Helps employers find candidates who can work under pressure 

 Identifies emotional intelligence and problem-solving behavior 

 Tests real-life work behavior beyond academic skills 
 

 

How should I answer traditional interview questions? How can I 

prepare for behavioral and situational interviews 

 

HOW SHOULD I ANSWER TRADITIONAL INTERVIEW 

QUESTIONS 

1. What Are Traditional Interview Questions? 

Traditional interview questions are commonly asked questions that 

focus on your background, strengths, weaknesses, goals, and work 

experience. 

Examples: 

 "Tell me about yourself." 

 "What are your strengths and weaknesses?" 

 "Why do you want to work here?" 

 "Where do you see yourself in 5 years?" 

2. How to Answer Them Effectively: 

A. Understand the Purpose 

These questions help interviewers know: 

 Who you are 

 What you bring to the role 

 How you think and behave in a work environment 



73 

 

 

B. Use the STAR Method (especially for experience-based 

questions): 
 

C. Be Clear and Concise 

 Avoid long or confusing answers. 

 Stay focused on the main point. 

D. Show Confidence and Honesty 

 Be truthful about your experiences and limitations. 

 Don’t memorize answers; speak naturally. 

E. Match Answers with the Job Role 

 Highlight skills and experience that match the job description. 

 Relate your goals and values to the company’s mission. 

 

 

3. Sample Answers to Traditional Questions: 

Q: Tell me about yourself. 

A: "I’m a commerce graduate with strong skills in accounting and 

communication. I recently completed an internship where I handled 

data entry and client queries. I enjoy working in teams and am eager 

to grow in a professional finance role." 

Q: What are your strengths? 

A: "I am organized, reliable, and work well under pressure. In my last 

project, I managed a team deadline efficiently and got positive 

feedback from my supervisor." 

S – Situation: Describe the background. 

T – Task: What was the goal? 

A – Action: What action did you take? 

R – Result: What was the outcome? 
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Q: Why do you want to work here? 

A: "I admire your company’s focus on innovation and ethics. I’m 

excited about the opportunity to contribute my skills in a role that 

aligns with my values and career goals." 

Tips to Remember: 

 Practice common questions in advance. 

 Research the company before the interview. 

 Stay positive – even when discussing past challenges. 

 Smile and maintain professional body language. 
 

 

HOW CAN I PREPARE FOR BEHAVIORAL AND 

SITUATIONAL INTERVIEWS? 

1. What Are Behavioral and Situational Interviews? 

 Behavioral Interview: 

Focuses on how you handled past experiences. 

➤ Example: “Tell me about a time you dealt with a difficult 

teammate.” 

 Situational Interview: 

Asks how you would handle future or hypothetical situations. 

➤ Example: “What would you do if your supervisor disagreed 

with your idea?” 

2. Why Are They Important? 

These interviews help employers understand your: 

 Problem-solving ability 

 Communication skills 

 Teamwork and leadership 

 Emotional intelligence and adaptability 



75 

 

 

3. Use the STAR Technique to Answer 
 

This format keeps your answer clear, focused, and structured. 

4. How to Prepare Effectively 

A. Review Your Past Experiences 

 Think of real-life examples from school, internships, volunteer 

work, or part-time jobs. 

 Prepare stories that show skills like leadership, conflict 

resolution, teamwork, and time management. 

B. Practice Common Behavioral Questions 

 "Tell me about a time you missed a deadline." 

 "Describe a situation when you worked as part of a team." 

 "How did you handle a conflict with a classmate or colleague?" 

C. Prepare for Situational Questions 

 Practice answering “What would you do if…?” scenarios. 

 Think logically, stay calm, and explain your reasoning clearly. 

D. Be Honest and Reflective 

 Don’t exaggerate. Show what you learned even from difficult or 

unsuccessful situations. 

5. Tips for Success 

 Keep answers between 1–2 minutes long. 

 Maintain positive body language. 

 Avoid blaming others; focus on your actions and lessons learned. 

 Rehearse with a friend or in front of a mirror. 

S – Situation: Describe the context briefly 

T – Task: Explain what your responsibility or goal was 

A – Action: Describe what steps you took 

R – Result: Share the outcome and what you learned 
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BEHAVIORAL INTERVIEW QUESTIONS - HOW CAN I 

PREPARE FOR PHONE OR VIDEO INTERVIEWS? 

Behavioral interview questions 

1. What Are Behavioral Interview Questions? 

Behavioral interview questions are designed to understand how you 

behaved in specific situations in the past. 

➡ The idea is: “Past behavior predicts future performance.” 

2. Purpose of Behavioral Questions: 

 To assess real-life skills such as communication, teamwork, 

leadership, time management, conflict resolution, etc. 

 To check how you think, react, and solve problems in work or life 

situations. 

3. How to Answer – Use the STAR Method 
 

S Situation – Describe the context. 

T Task – Explain what you had to do. 

A Action – Describe what you did. 

R Result – Share the outcome or what you learned. 

 

4. Common Behavioral Interview Questions: 
 

Question What it Tests 

"Tell me about a time you worked in a team." Teamwork 

"Describe a situation when you faced a 

challenge." 
Problem-solving 

"Give an example of a goal you achieved." 
Goal-setting & 

motivation 
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Question What it Tests 

"Tell me about a time you had a conflict with 

someone." 
Conflict resolution 

"Describe a mistake you made and how you 

handled it." 
Accountability 

"Tell me about a time you led a group or 

project." 
Leadership 

"Give an example of how you handled a tight 

deadline." 
Time management 

"Describe a time when you received 

criticism." 
Adaptability & attitude 

 

5. Tips to Answer Well: 

 Be honest and specific 

 Use real experiences (from school, college, internships, etc.) 

 Focus on your role and actions 

 Highlight what you learned or improve 

HOW CAN I PREPARE FOR PHONE OR VIDEO 

INTERVIEWS? 

Phone and video interviews are common in today’s job market, 

especially for first-round screenings or remote jobs. Proper preparation 

helps you stay confident and professional. 

1. Understand the Format 

 Phone Interview: No video; only voice-based. Focus on tone and 

clarity. 

 Video Interview: Includes audio and video; appearance, 

background, and body language matter. 
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2. Before the Interview – Preparation Checklist 

A. Test Your Technology 

 Ensure your internet connection is stable. 

 Check your camera, microphone, and audio quality. 

 Install and test the interview platform (Zoom, Google Meet, MS 

Teams, etc.). 

B. Choose a Quiet and Clean Environment 

 Find a quiet room with good lighting and a neutral background. 

 Avoid noise from fans, traffic, pets, or people. 

C. Dress Professionally 

 Dress as if it were an in-person interview — formal and neat. 

D. Keep Documents Ready 

 Have a printed or digital copy of your resume, job description, 

and a notebook. 

 Keep a glass of water, pen, and any references nearby. 

E. Practice and Rehearse 

 Practice with a friend or record yourself. 

 Speak clearly, avoid filler words, and control your pace. 

3. During the Interview 

 Be on time – Join 5–10 minutes early. 

 Look at the camera, not the screen, to maintain eye contact. 

 Sit straight and show positive body language. 

 Listen carefully and don’t interrupt. 

 Speak clearly and confidently. 
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For phone interviews: 

 Smile while speaking — it reflects in your tone. 

 Avoid multitasking or walking around during the call. 

4. After the Interview 

 Say thank you at the end. 

 Send a follow-up thank-you email within 24 hours, expressing 

your interest. 

Extra Tips 

✔ Use a headset for better sound quality. 

✔ Mute notifications and close other apps. 

✔ Use a professional username or ID for video calls. 

✔ If the call drops, reconnect politely or inform the interviewer. 
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MODULE 4 

PROFESSIONAL COMMUNICATION 

 

 

FORMATS FOR LETTERS AND MEMOS 

1. Business Letter Format 

Business letters are a formal means of communication used in 

professional settings. They follow a structured format: 

Standard Format (Block Style): 

Everything is aligned to the left margin. 

Components: 

1. Sender’s Address 

2. Date 

3. Receiver’s Address 

4. Salutation (e.g., Dear Sir/Madam) 

5. Subject Line 

6. Body of the Letter 

o Introduction 

o Main Content 

o Conclusion 

7. Complimentary Close (e.g., Yours sincerely) 

8. Signature 

9. Name and Designation 



81 

 

 

2. Memo Format 

Memos (short for memoranda) are used for internal communication 

within an organization. 

Format of a Memo: 

To: (Recipient’s Name and Designation) 

From: (Sender’s Name and Designation) 

Date: (Date of writing) 

Subject: (Main point or topic) 

Body: 

 Begin directly with the purpose of the memo. 

 Provide relevant information and details. 

 End with an action or expected response. 

Example: 

To: All Department Heads 

From: John Mathew, General Manager 

Date: 12 June 2025 

Subject: Monthly Performance Report Submission 

 

 

All departments are requested to submit their performance reports for 

the month of May by 15th June 2025. 

Kindly ensure accuracy and timely submission. 
 

 

Thank you. 
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Key Differences: Letter vs Memo 
 

Feature Letter Memo 

Audience External Internal 

Tone Formal Formal or Semi-formal 

Structure More detailed More concise 

Salutation & Close Yes No 

Used For External communication Internal communication 

 

MEMOS - E-MAIL MESSAGES 

1. Memos (Memorandums) 

A memo is a short-written message used for internal communication 

within an organization. It is used to inform, instruct, or remind 

employees about something important. 

Purpose of Memos: 

 To communicate policies, procedures, or official instructions 

 To convey decisions or announcements 

 To request or give information within departments 

Key Features: 

 Formal but brief 

 No salutation or complimentary close 

 Used for internal use only 

 Direct and to the point 
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Format of a Memo: 

To: [Name/Designation of the recipient] 

From: [Name/Designation of the sender] 

Date: [Date of memo] 

Subject: [Short title of the topic] 

 

 

[Body of the memo - starts directly with the message. Use paragraphs 

for clarity.] 

 

(Optional: Signature or initials of the sender) 
 

 

2. E-Mail Messages 

E-mail (Electronic Mail) is a method of exchanging messages 

through the Internet. It is widely used for both internal and external 

communication in professional settings. 

Purpose of E-Mail: 

 To communicate quickly and efficiently 

 To share attachments like reports, documents, and presentations 

 To provide written records of communication 

Key Features of a Professional E-Mail: 

 Concise and clear subject line 

 Formal tone (depending on the audience) 

 Structured content 

 Polite and professional language 

 Attachments if necessary 
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Format of a Professional E-Mail: 

To: [Recipient’s E-mail ID] 

Cc/Bcc: [Other recipients if needed] 

Subject: [Clear and relevant subject line] 

 

 

Dear [Recipient’s Name or Title], 
 

 
[Introduction – state the purpose] 

[Main message – give details or instructions] 

[Conclusion – thank, request action, or summarize] 

 

Best regards, 

[Your Full Name] 

[Your Position] 

[Your Contact Info, if needed] 

Difference Between Memo and E-Mail 
 

Feature Memo E-Mail 

Mode 
Paper (or digital 

document) 
Electronic via internet 

Audience Internal only Internal and external 

Format Specific memo format 
E-mail format with subject 

line 

Speed Slower (if printed) Instant 

Attachments Rare Frequently used 
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WEB WRITING AND TECHNOLOGY SETUP 

1. Web Writing 

Web writing refers to writing content specifically for websites, blogs, 

social media, and other online platforms. It is designed to be clear, 

engaging, and easy to scan on digital screens. 

Key Features of Web Writing: 

 Concise and Clear: Use short sentences and paragraphs 

 Scannable Format: Use headings, bullet points, and subheadings 

 SEO-Friendly: Use keywords to make content search engine 

friendly 

 Engaging Style: Write in a conversational and active tone 

 Hyperlinks: Add relevant internal and external links 

 Visual Elements: Include images, videos, or infographics when 

needed 

 Mobile-Friendly: Ensure readability on small screens 

Tips for Effective Web Writing: 

 Start with the most important information (Inverted Pyramid 

Style) 

 Use plain language and avoid jargon 

 Include call-to-action (e.g., “Click here”, “Subscribe now”) 

 Proofread and edit for errors 

 

 

2. Technology Setup for Professional Communication 

Technology setup refers to the tools, devices, and platforms required 

to enable smooth and effective professional communication in digital 

environments. 
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Essential Technology Tools: 
 

Category Examples 

Hardware 
Computers, laptops, smartphones, webcams, 

microphones 

Software/Applications 
MS Word, Google Docs, E-mail clients, 

Zoom, MS Teams 

Internet Access Broadband, Wi-Fi, Mobile Data 

Web Platforms Websites, Blogs, Social Media Tools 

Collaboration Tools Slack, Trello, Google Drive, Dropbox 

Security Tools Antivirus, VPN, Firewalls 

 

Purpose of Technology Setup: 

 Enables real-time and remote communication 

 Supports collaboration and file sharing 

 Enhances productivity and professionalism 

 Facilitates virtual meetings, webinars, and online learning 

Best Practices: 

 Ensure a stable internet connection 

 Use updated software and hardware 

 Maintain data backup and cybersecurity 

 Be familiar with tools like Zoom, Google Meet, or Microsoft 

Teams for video calls 

 Organize digital files and emails properly 
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E-mail messages- Subject lines 

The subject line is the first thing a recipient sees in an email. It 

summarizes the content of the email and helps the reader decide 

whether to open it. 

Why Subject Lines Are Important: 

 Grabs the reader’s attention 

 Helps the reader understand the purpose quickly 

 Increases the chances of the email being opened and read 

 Aids in organizing and searching emails later 
 

 

2. Characteristics of a Good Subject Line 

A good subject line should be: 
 

Characteristic Description 

Clear 
Avoid vague or confusing words. Clearly state the 

topic. 

Concise Keep it short (6–8 words is ideal). 

Relevant Reflect the content of the email accurately. 

Action- 

Oriented 

Use verbs to indicate required action (e.g., "Submit 

Report by Friday"). 

Professional Avoid slang, emojis, or overly casual language. 
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3. Types of Subject Lines 
 

Type Example 

Informative “Meeting Agenda for June 15” 

Request “Request for Leave on June 20” 

Reminder 
“Reminder: Submit Assignment by 5 

PM” 

Follow-up “Follow-Up on Yesterday’s Discussion” 

Urgent/Time-Sensitive “Urgent: Server Downtime Alert” 

FYI (For Your 

Information) 
“FYI: Updated HR Policy Attached” 

 

4. Common Mistakes to Avoid 

 Writing vague subjects like “Hi” or “Important” 

 Using all capital letters (e.g., “READ THIS NOW”) 

 Leaving the subject line blank 

 Including irrelevant or misleading information 

 

 

5. Tips for Writing Better Subject Lines 

 Write the subject after writing the email body 

 Think from the recipient’s point of view 

 Include keywords for easy searching later 

 If needed, add a tag (e.g., “Action Required,” “Information 

Only”) 
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POSITIVE AND NEGATIVE EMAIL MESSAGES - E MAIL 

NETIQUETTE - EMAIL ATTACHMENT 

 

A. Positive E-Mail Messages 

These messages communicate good news or helpful information and 

aim to create a positive tone in professional communication. 

Examples: 

 Approval of a request 

 Confirmation of meeting 

 Appreciation emails 

 Offering help or support 

Tips for Writing Positive Emails: 

 Start with a friendly greeting 

 Clearly state the good news 

 Use a warm, polite, and professional tone 

 Close with a positive note 

Example: 

Subject: Congratulations on Your Promotion 

Dear Ms. Rina, 

I am pleased to inform you that you have been promoted to Senior 

Analyst, effective from July 1. Congratulations on your well-deserved 

success! 

 

Best regards, 

Rahul Mehta 

HR Manager 
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B. Negative E-Mail Messages 

These messages deliver bad news such as rejections, complaints, 

delays, or refusals. 

Examples: 

 Rejection of an application 

 Declining a request 

 Complaints or issues 

 Delay in delivery or services 

Tips for Writing Negative Emails: 

 Be respectful and tactful 

 Start with a neutral or positive opening 

 Explain the reason briefly and clearly 

 Offer alternatives if possible 

 End politely 

Example: 

Subject: Update on Your Job Application 

Dear Mr. Jacob, 

Thank you for applying to XYZ Ltd. While we appreciate your interest, 

we regret to inform you that you have not been selected for the position. 

 

We wish you the best in your future endeavours. 

Sincerely, 

Anita George 

Recruitment Team 
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2. E-Mail Netiquette (E-Mail Etiquette) 

E-mail netiquette refers to the correct and polite way of using e-mail 

for professional communication. 

Basic E-Mail Netiquette Rules: 

 Use a clear and specific subject line 

 Begin with a polite greeting (e.g., Dear Sir/Madam) 

 Use professional language and avoid slang 

 Be concise and to the point 

 Use proper grammar and punctuation 

 Avoid writing in all CAPS (it feels like shouting) 

 Don’t send unnecessary emails or reply-all unnecessarily 

 Close with a courteous sign-off (e.g., Regards, Sincerely) 

 Re-read your email before sending to check for errors 

 

 

3. E-Mail Attachments 

Attachments are files (like documents, images, PDFs) sent along 

with an email message. 

Best Practices for Using Attachments: 

 Mention the attachment in the email body (e.g., “Please find the 

attached report.”) 

 Use clear and descriptive file names (e.g., 

“Project_Report_June2025.pdf”) 

 Avoid sending large files unless necessary (use cloud links if 

needed) 

 Check file format and compatibility (PDF, Word, etc.) 
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 Ensure the attachment is virus-free 

 Double-check that the correct file is attached before sending 
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