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http://blog.hkheadline.com/reply_blog_express.asp?f=2LS8QNKDY5120802&id=190171&catID=1&keyword=&searchtype=

Employment Correspondences

* Letters of application
* Resume

* Letters requesting references or
recommendation

* Letters of acknowledgement
* Letters accepting or refusing a job offer
* Thank-you letters




Useful Resources

*CityU Career and Leadership Center

* Purdue University > Online Writing Lab >
Job Search Writing




ypical Questions

Please introduce yourself briefly?

Why do you want to apply for this degree
program/job?

What makes you think you are fit for this
program of study / job?

How much do you know about our program
/ university / organization?




ypical Questions

What are your strengths and weaknesses?
Do you have questions for us?
What is your salary expectation?

Could you comment on your ability [to work
in a team]? Use STAR or CBO approach!




Self-introduction

“My name is Joan Wong. | am currently
studying AD at CCCU / CityU and will be
graduating this summer. | have worked part-
time in Star Bucks and Levi’s for the last two
years. | am quite sociable and organized |
believe | can work very well with people and
| am now looking forward to a new start in
degree studies .......



Self-introduction

The components:

1. name

2. education

3. work experience / volunteer experience
4. personality (related to the job)

5. career aspiration



STAR Technique

S= Situation

[= Target
A= Action

R= Result
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CBO Technique

CBO stands for Challenge, Behaviour and
Outcome. The sequence of the repertoire
starts with 3 steps.




CBO Technique

1) identifying a relevant challenge you have
encountered;

2) pinpointing a corresponding behaviour or
behaviours that you used to address this
challenge;

3) summarizing, if possible, a quantifier
outcome resulted from your behaviour.



Repertoire — Demonstrate that I’'m a quick learner who can work independently

Challenge |When | worked for ABC Ltd, | had to redesign their database to track
the success of various marketing strategies and print several types of

reports - all in two weeks.

Behaviour |1 had never used a program like that before so | took the manual home
with me for a few nights to study and then took the initiative to find

someone in another department who used the programme to help me.

Outcome | At the end of the two weeks, | managed to put together the database,
helping my manager put together his marketing proposal for the Board
of Directors. The Board was impressed by his proposal derived from
the analysis of the past successes and eventually approved his five

million dollar marketing campaign.




Describing your skills

Skills
Adaptability
Creativity
Stamina
Self-confidence
Perseverance
Conscientiousness

Interpersonal
Skills

Being proactive
Being enthusiastic
Initiating teamwork
Acting assertively
Encouraging
cooperation
Actively listening

Organisational/
Administrative
Skills

Writing

Meeting deadlines
Decision-making
Planning
Researching
Coordinating
Presenting

Technical Skills
Accounting
Computer
programming
Typing
Budgeting
Statistics
Quantitative
methods
e-commerce
web design




Interviewer: Why should I hire you?

Candidate:  When | worked as a part-time counter assistant in
the Division of Languages and Communication of
Community College of City University during my
senior year in college, my duties included answering all
kinds of inquiries from students and helping teaching
and administration staff.

So | had to be good at dealing with different types of
people. Sometimes when requests were very
challenging, | took the initiative to find information
which was not readily available. Through applying
active listening skills and patience, together with my
resourcefulness, 1 was usually able to solve most
problems or find the right person who could help.

At the end of the semester, my supervisor was very
pleased with the quality of my work and our Division
achieved very high scores of satisfaction on the

students' evaluation of services Qrovided.




Over to youl!
1. Challenge

2. Behaviour

3. Outcome



he End

Good luck!!




