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Writing Job
Applications

WRITINGJOBAPPLICATIONS

Notes

Thejob application isperhapsthe most important piece of writing for each oneof us.
With theincreasing competitioninthejob market today, it isespecialy important that
wecraft animpressiveréesumeor curriculumvitae(CV inshort). InIndia, weoften use
theword'bio-data for aCV. InthisUnit, you will learn to write good job applications.
Thisisacrucid skill for your future, asit'sthefirst stepin seeking employment. A well-
crafted job application can open doorsfor you, soit'simportant to learn how to do it

right.

LEARNING OUTCOMES

After completing thislesson, thelearner:

Recogni sesimportant components of ajob application;
Composesdifferent kind of job application;
Createsacovering | etter to suit different job requirements,
Preparesgood resumesand CVs;

Assessesthe use of technology in communicating idesseffectively.

26.1 UNDERSTANDING JOBAPPLICATIONS

Ajobapplicationisaformal |etter that you send to apotential employer, applying for
aspecificjob postion. It usually accompaniesyour resumeor CV and highlightsyour
qudificationsandinterestintheposition.
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26.1.1 Structure

1.  Sender'sInformation: Start with your contact information et thetop left corner:
your name, address, phone number, and email.

2.  Date Writethedate of sending the application bel ow your contact information.

3. Employer'sinformation: Below thedate, writetherecipient'sname, title,
company name, and address.

4.  Salutation: Use"Dear [Recipient'sName],” If you don't know thename, "Dear
Hiring Manager," isasafedternative.

5. OpeningParagraph: Clearly statethejob you're applying for and whereyou
foundthejoblisting.

6. MiddleParagraph(s):
Highlight your qualificationsand how they match thejob requirements.

Mention relevant experience and skills, focusing on achievementsthat are
pertinent to thejob.

7. ClosingParagraph:
Expressyour enthusiasm for the opportunity.
Statethat your résumeéor CV isattached for further information.

Mention that you look forward to the opportunity to discussyour application
inaninterview.

8. Complimentary Close: Endwith"Yourssincerely,” followed by your name.

9.  Signature: If you're sending ahard copy, sign your name above your typed
name,

26.1.2 Tipsfor drafting an effective job application

e  Tailor Your Application: Customizeyour application for eachjob, focusngon
how your skillsand experiencesalign with thejob description.

° Be Concise: Keep your application brief and to the point, ideally one page.

° Focuson your education: Detail your academic qualifications, especialy if
you lack professiona experience. Highlight any coursework relevant tothejob
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you'regpplying for, showing you havefoundationa knowledge.

° Highlight Achievements: Use specific examplesof your achievementsto
demongtrateyour skillsand vaue.

° | dentify skillsfrom your non-work experiences. Skillsdeveloped through
volunteer work, internships, or even school projectscan bevery relevant. Skills
such asteamwork, leadership, communication, and timemanagement arehighly
vaued by employers.

° Showcaseextracurricular involvement: Participationin clubs, sportsteams,
or societiescanillustrate valuable soft skills. Leadership rolesinthese activities
can highlight your ability to manage, lead, and collaborate.

° Bepostive: Instead of apologizing for your lack of experience, focusonwhat
you can bring to the company. Be enthusi asti c about |earning and growing with
theorganization.

° Format car efully and proofread: Useaclean, professiona format for your
résumeéand cover |etter. Ensurethereisplenty of white space, and use bullet
points for easy reading. Ensure your application is free from spelling or
grammatica errors. Thisshowsattention to detail and professionaism.

Given below isan example of ajob application by afresher who hasjust passed his
Senior Secondary/Higher Secondary/X11-th board examination. Without any prior
work experience, heisapplying for the position of aStoreAssistant inthe Reliance
SMART Chain of Grocery stores.

[Your Name]
[Your Address]
[City, Sate, Zip]
[Phone Number]
[Email Address]
[Date]

[Recipient'sName]
[Recipient'sTitle]
Reliance Smart
[StoreAddress]
[City, Sate, Zip]
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Wiriting Job , Dear [Recipient'sName] / Dear Hiring Manager,
Applications
| amwriting to expressmy interest inthe StoreA ssistant position advertised onthe
Reliance Smart Careerswebsite. Asarecent high school graduate with akeen
interest intheretail industry and astrong commitment to customer satisfaction, |
am enthusiasti c about the opportunity to contributeto the success of Reliance

Smart.

Although | havejust passed out from high school, | havebeen actively involvedin
variousschool eventsand projectsthat have equipped mewith theskillsnecessary
for thisrole. During my timein school, | waspart of the organizing teamfor annua
cultura festivals, wherel wasrespons blefor coordinating with vendors, managing
inventory, and assisting in setting up the event spaces. These experienceshave
honed my organizational, communi cation and teamwork skills, making mewell-
prepared to handletheresponsibilities of aStore Assistant.

Notes

| am particularly attracted to this position at Reliance Smart because of your
commitment to providing customerswith high-quality productsand exceptional
sarvice | sharethiscommitment and am eager to bring my enthusiasm and dedlication
to your team.

| am excited about the possibility of joining Reliance Smart and contributing toits
reputation asaleading grocery retailer. | look forward to the opportunity to discuss
how my background, skills, and enthusiasms can meet the needs of your store. |
amavailablefor aninterview at your earliest convenience and can bereached at
['Your Phone Number] or viaemail at [ Your Email Address).

Thank you for considering my application. | am eager to bring my passion for
customer serviceand retail to the StoreAssistant position at Reliance Smart.

Yourssincerely,

[Your Name]

Remember, practice makes perfect. Use the following questions to refine your
application writing skills, and you will bewell onyour way to securing thejob you
want after completing high school. Good [uck!
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¥ INTEXT QUESTIONS26.1

1.

Imagineyou are applying for ajob at alocal bookstore. Writeajob application
highlighting your passionfor books, any customer service experienceyou have,
and why youwould beagrest fit for thejob.

Writeajob application for aninternship under the Digital IndiaCorporation
initigtiveof theMinigiry of Electronics& Information Technology, Government
of India. Focusonyour computer skills, any projectsor coursework relevant to
thetechnology field, and your eagernessto learn and contribute.

Apply for aTeaching Ass stant position with the Noida-based NGO, Parkshda
Dedicated to transforming livesof childrenwho hail fromthelower strataof the
society, Parksha aactsasan after-school support group to bridgethe educeationa
and moral gap between the underprivileged children and their affluent peers.
Emphasi se your academic achievements, any previoustutoring or mentoring
experience, and your desireto help studentslearn and grow.

You areAniruddh Vyas/ Sheetal Agarwal, arecent pass out from the National
Institute of Open Schooling. You are seeking asuitablejob. You comeacross
an advertisement in The Times of India, inviting young and dynamic fresh
graduates as SalesAssistantsin areputed car manufacturing company. Apply
for thesaid job to Box No. 8365, C/o The Timesof India, New Delhi.

26.2 DIFFERENCE BETWEEN RESUME AND CURRICUL UM VITAE

Your job application will waysbe accompanied by your résumeéor your curriculum
vitae(CV). Thetermsrésuméand curriculumvitae (CV) areoften used interchangeably,
but they servedifferent purposesand are prevaent in different contexts.

A CV basicdly describesone's" courseof life" - that is, acomprehens ve document of
your life.

A résume, on the contrary, isashort and crisp summary of your qualification and
experience. WhileCV isconsidered Britishin style; résuméisconsidered Americanin

dyle.

Understanding the differences between arésumeéand aCV iscrucial for youasa
future applicant.
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L ength and Detail

Résumé Typicdly concise, arésumeéisusudly onetotwo pageslong. It provides
abrief overview of your skills, experiences, and educationd background relevant
tothejobyou areapplyingfor.

Curriculum Vitae(CV): A CV ismoredetailed and longer. It coversyour
entire career, including education, academic and professional achievements,
publications, awards, ffiliations, and other details. In many countries, thereis
no pagelimitforaCV.

Purpose

Résumé Used primarily inthe United Statesfor most job applicationsoutside
of academia, research and medicine, it istailored for specific positions by
highlighting themost relevant experiencesand skills.

CV: Commonly used in Europe, the Middle East, Africaand Asiafor job
applications, and inthe United Statesfor academic, educational, scientific, or
research positions, aCV providesacomprehensivelook at your career path.

Content

Résumeé: Focuses on work experience, skills, education, and relevant
achievements. It often startswith acareer objective or summary statement and
emphasi sestheresultsand accomplishmentsin previousroles.

Example: A résumeéfor amarketing professional might prominently feature
their most successful campaigns, the growth metrics achieved, and specific
marketingkills.

CV: In addition to detailed information about academic history, it includes
publications, research, grantsand fellowships, professional associationsand
licences, awards, and other detailed information relevant tothefield.

Example: A CV for an academic might start with their education, followed by
detail ed sectionson teaching experience, published research articles, conference
presentations, grantsreceived, and courses devel oped.

Customization

Résumé: Highly customizablefor thejob you're applying for. It'scommon to
adjust therésuméfor each application, emphasising the experience and skills
that are most relevant to thejob description.
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e  Whilecustomization islesscommon dueto itscomprehensive nature, some
individualsmay tailor their CV'semphasisfor different academic or research
positions, though thedocument remainslargely exhaustive.

Format and Style

° Résumé: Often formatted with bullet pointsto make the document easy to
scan. Stylistic variationsare common, with applicantsusing different layouts
and designsto stand out.

e  CV:Gengdly,followsamorestandard format, listing information chronologically.
Thefocusison completenessand clarity rather than designflair.

The CV isnow outdated and an increasing number of companiesare demanding a
résuméto get afar clearer picture of a candidate. Also, because of innumerable
applicants, it iseasier to screen résumes. Study the formats provided in the boxes
below.

CURRICULUM VITAE
Name : NiveditaV. Chandratreya

Address : 'PoojaGargi Society'
Flat No. 15, Happy Colony
Road No. 2, Kothurud Pune 41009 Maharashtra, India

Dateof birth : 17 January 1967.

KEY QUALIFICATIONS:

A thoroughin-servicetraining in child education.

CELTA (Certificateof English Language Teachingto Adults)

Eight yearsof teaching experience.

Possessexcellent knowledge of English, Hindi, Marathi, Indonesian and French
EDUCATION:

Bachelor of Arts(English Literature) Fergusson College, PoonaUniversity (April
1998)
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WORK EXPERIENCE:

Pogtion : Assistant Teacher (June 1989 to September 1990)
Employer : Abhinav VidyalayaPre-Primary School, Poona, India.
Classestaught : Kindergarten

Assisted inthedevel opment of dramatics, art and graphics;
attended various seminarson 'Early Childhood'

Pogtion : Classroom Teacher (October 1990 to October 1996)

Employer : Gandhi Memorid International school, Jakarta.

Classestaught : Grade 3and 5 (Primary School)

Subjectstaught: English, General Science, History, Geography, Health
Education -Responsblefor CASClub apart of internationa
Baccd aureate Programme.

Attended English Language Seminar in September 1994 at
Bandung

Attended Seminar on introduction of international
Bacca aureate (GMIS-Jakarta)

Reference Mr. Jakos Carlos, Principal
Gandhi Memorid International School, Jakarta.

Now that we havelooked at aCurriculum Vitae, let uslook at arésumé.

RESUME

GeorgeD'Silva
275 Tabot Street, Pune-411004, Maharashtra
020-74563992
E-mail: georged@gmail.com

EMPLOYMENT OBJECTIVE
Financia research assstant, leading to amanagement positionin corporatefinance.

PERSONAL DETAILS

| Birth: 29-08-1976

SENIOR SECONDARY




Writing JobApplications

r EDUCATION

Bachelor of BusinessAdministration (1998) PuneUniversity
Major: Finance Minor: Computer Science

Grade: 3.88 grade point average out of 4.0
EMPLOYMENT EXPERIENCE

First Bank (KhadakwakaBranch, Pune)

Research Assistant, May 1998 to A pril 2000

Assisted Manager of Corporate Planning and devel oped computer model for long
rangeplanning.

SPECIAL SKILLSANDACTIVITIES

Associate Editor, Business School Newd etter.

Wrotetwo articleson financial planning with computer models; surveyed business
periodicalsfor potentia articles; edited submissions.

What did you notice? In essence, aCV isno different from arésumé. They both
includeyour personal details, detailsrelated to your training, education and work
experience.

There are, however, differencesin format, headings used, sequencein presenting
information, etc. Sincethe CV includes severa more headingsthat résuméusually
doesnot include, wewill concentrate on writing good résumes. M oreover, résumés
arecrisper and focuson role-specific detail sand skillsthat make the applicant agood
fit.

¥ INTEXT QUESTIONS26.2

1.  Whatistheprimary difference between arésuméandaCV intermsof length
and detail ?

2. Where areresumeéstypically used, and what purpose do they servein job
applications?

3. How doesthecontent of aréesumeédiffer fromthat of aCV, especialy interms
of focusandinclusion of information?
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4.

Describethelevel of customization typically applied to résumés compared to
CVs, andwhy thisdifferenceexists.

26.3 CREATINGAN IMPRESSIVE RESUME

Whilecreating arésumeé, study thekind of job you areapplying for. Ask yoursalf what
information about you and your background would be most important to an employer.
Onthebasisof your answer to this question, decide what sort of detailsyou should
include and how you can effectively present them.

A number of different formats can be used. Themost important thing isto make sure
that your réesumeis:

atractive
well-organised
easy toread, and

freeof errors

A common format containsthefollowing:

@

(®)

Heading

Persond details
Employment objective
Education

Employment experience
References

Heading: Start with your name, address, telephone number and e-mail ID.
Theseareusudly centred onthepage. Useformeiting conventionslikeunderlining,
bold, different font size and spacing to makeit appear like aheading. Do not
includeadate or youwill haveto keep changingit.

Per sonal Details: Personal information includes detailsof age, nationality,
passport number (if thepogitionisinaforeign country), eic. Sometimescandidates
choosenot to provideall of these because they may have anegativeimpact on
theemployer.
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©

()

You should, however, seeyoursdf fromthe eyesof your employer and provide
whatever information that would honestly and effectively represent you.

Employment Objective: State not only your immediate employment objective
but the direction you hopeyour career will take.

For example: "A postionthat dlowsmeto usemy Computer Sciencestraining
to solveengineering problems’.

It enablestheemployer toidentify your purpose quickly. You may excludeit if
you do not have aclear objective. On the other hand, if you have experience
and knowledge, the employment objectivewill allow youto display this. For
exanple

[Housekeepi ng dutiesin afive-gtar hotel ]

Education: Whether you list education or experiencefirst, dependsonwhichis
stronger in case of your background. If your education and professional training
arestrong, list educationfirst. If you have one or moreyearsof job experience,
list experiencefirgt. For both education and work experience, move sequentialy
down from the most recent one. For example:

EDUCATION:

PRE DEGREE Sc. Fergusson College, Pune 1975 64%

PGDPM & amp;IRXLRI, JAMSHEDPUR 1982 5.67/8.00

B.Sc. NDA, Khadakvasla, Pune 1978 3.00/10.00

If educationisyour strong point and your marks have been good, you may list
them and nametheinstitutionsyou have studied in. Youmay alsowishtolist
ACTIVITIESAND HONOURS you have achieved - Posts that you have
held; gamesand sportsyou aregood at, can also beincluded.

You can aso choose to have details listed under SPECIAL SKILLSAND
ACTIVITIES. Thiscategory usualy comestowardstheend. You may include
skills such asknowledge of foreign languages, writing and editing abilities,
gpecidised technica knowledge, community activities, etc. Be selective, do not
repeat information you have already provided. Include only thoseitemsthat
support your employment objectives.
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1.

Employment Experience: Lig dl your full-time, part-timeand temporary jobs,
starting with the most recent and working backwards. Provide brief descriptions
of your dutiesif they aresimilar tothejob you are applying for.

Specify any promotion or award youreceive. If you have been with acompany
foralongtime, highlight your achievements.

If youwishto stressthe skillsyou have gained from your work experience, you
canlist jobsby thefunctions performed. For example:

FRONT LINE
SALESMARKETING
TRAINING
PROJECT DEVELOPMENT
Example:
TRAINING
Advised and trained novice computer users.

Wroteand maintained the UNIX operating system.

> INTEXT QUESTIONS26.3

What formatting conventions can you useto make the heading of your résumé
stand out?

Why might candidates choose not to include certain personal detailsintheir
résume?

What isthe purpose of including an employment objectivein your résumeé, and
whenmight you consider excluding it?

How should you decide whether to list education or work experiencefirstin
your résumé, and what factors might influencethisdecison?

26 AWRITINGAN EFFECTIVECOVERLETTER

Often called a"covering letter," acover |etter must precedeyour CV or résumé. Study
the cover letter in the box below. What do you notice?
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Milind Padhye,
7,Anandvan,

A-6 PaschimVihar,
New Ddhi.
110063

Date: October 2, 1994,

TheAdminigtrative Manager,

British Council Divison,

New Delhi

Ref: Your advertisement in the Pioneer of September 18,2004.

Sub: Applicationfor the post of "Personal & Unit Assistant”

S,

| have morethan 9 years of composite experiencein Word Processing
Databaseand DTP. | have completed my graduationin Scienceand a so
possessgood knowledge of spoken and written English. | haveedited a

number of bookson computers. | can handle PCsand related hardware
withease.

With thisbackground, | would liketo submit my candidaturefor theabove
mentioned post. | hope the above meets your requirements. | will be
availablefor interview, at adatethat suitsyou.

Thank you,
Yoursfathfully,
Milind Padhye

MODULE - 26

Writing Job
Applications

Theletter of gpplicationisessentialy asaesletter. Your immediate objectiveisto have
your letter read sothat you will becalled for theinterview. Therefore, your letter must

dothreethings:

e  Cachthereader'sattentionfavourably.
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° Convincethereader that you are qualified for the post; and

° Reqguest for aninterview.
Providethefollowinginformation:

1.  Identify thejob by title and state how you heard abouit it.

2. Listyour qudificationsfor thejobin summary form. Stresseducation and /or
work experience according to your own situation/need. Then refer the reader
to your resuméfor the other important details.

3.  Saewhereyou can bereached and whenyou will beavailablefor aninterview.

¥ INTEXT QUESTIONS26.4

1. Whatarethethreemain objectivesof acover letter asoutlined intheprovided

text?

2. Accordingtotheguiddines, what key information should youincludeto identify
thejobyou'reapplyingfor?

3. How should you summariseyour qualificationsfor thejobinthe cover | etter,
and what should you emphasise?

4.  What crucia information should you provideregarding your availability for an

interview inthe cover letter?

@" WHAT HAVE YOU LEARNT

Inthislesson, you have studied samplesof CV, resuméand | etter of application. You

have also learnt how to write these and tailor them according to the jobs you are
applyingfor.

OVERALL QUESTIONS

1.  Thepopular ethnic clothing store chain of Manyavar isseeking, for itsL g pat
Nagar outlet, aSaesAssstant with stronginterpersona skillsand aninterestin
fashion. Thejobinvolvesass sting customers, managing stock, and hel pingwith
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visual merchandising. Writeajob application letter that highlightsyour interestin Writing Job
fashion, your ability towork with people, and any relevant experienceyou might Applications
have (including informal experienceslike helpinginafamily business). Your

réesumeéshould list any skillsor experiencesthat demonstrate your suitability for

therole.

2. Theleading telecommunicationscompany inIndia, Reliance Jio, hasposted a
job opening for aCustomer Service Representative. Therolerequiresexcel lent
communication skills, problem-solving abilities, and acustomer-first attitude.

Notes
Writeajob application |etter explainingwhy you areinterested in thisposition.

Include examplesfrom your lifethat demonstrate your ability to communicate
effectively, solve problems, and put customersfirg. Attach arésumeéthat highlights
any relevant experiences, evenif they arefrom school projects, volunteer work,
or extracurricular activities.

3. Theonlinenewsporta of Republic Bharat isin search of aContent Writer with
excellent writing skills, akeeninterest in current affairs, and theability towork
under deadlines. Thejob requireswriting articles, conducting research, and
occasondly interviewing subjects. Draft ajob application | etter detailing your
passion for writing and current affairs. Mention any relevant writing experience,
including school projects, blogs, or articles. Attach arésuméthat includesany
writing or research skills, and consider including linksto your work if available.

4.  Thepopular coachingingtitutefor entrance exams, Career Launcher, islooking
for an Office Assistant to hel p with administrative tasks, manage records, and
interact with sudentsand parents. The advertisement seeks someone organised,
detail-oriented, and proficient in basic computer applications. Composeajob
application |etter explaining why you aretheideal candidatefor thisposition.
Includeinstancesfrom your school lifewhereyou demonstrated organi sational
skills, attentionto detail, or proficiency in computer applications. Make sure
your résumereflectsyour skillsintheseareas.
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A
‘ I ANSWERSTO INTEXT QUESTIONS

26.1

26.2

A W poE

Individua Answer
Individua Answer
Individua Answer
Individua Answer

Theprimary difference between arésuméand aCV intermsof length and
detall liesintheextent of information provided. A résumeistypicaly concise,
spanning oneto two pages, whereasa CV ismore detailed and longer,
covering anindividua'sentire career without astrict pagelimit.

Résumésareprimarily used inthe United Statesfor job gpplicationsoutside
academia, research, and medicine. They servethe purpose of providinga
brief overview of an applicant's skills, experiences, and educational
background rel evant to aspecific job position.

The content of arésuméfocuses onwork experience, skills, education,
and relevant achievementsin aconcisemanner. It often startswith acareer
objective or summary statement and emphasises results and
accomplishmentsin previous roles. On the other hand, aCV includes
detailed informati on about academic history, publications, research, awards,
and other achievementsrelevant tothefield.

Résumes are highly customizable for each job application, allowing
applicantsto tailor their document by emphasising experiencesand skills
that alignwith thespecificjob description. Thiscustomizationislesscommon
in CVsdueto their comprehensive nature, athough someindividualsmay
adjust theemphasisfor different academic or research positions.
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26.3

26.4

To makethe heading of your résume stand out, you can use formatting
conventionssuch ascentering thetext, employing underlining, bolding, using
different font sizes, and adjusting spacing.

Candidates might choose not to include certain personal detailsintheir
résumeif they believethat providing suchinformation could haveanegeative
impact ontheemployer'sperception of them, or if the detailsarenot relevant
tothejob positionthey are applying for.

The purpose of including an employment objectiveinyour résumeéisto
quickly communicate to the employer your career aspirations and the
direction you hopeyour career will take. Youmight consider excludingit if
you do not have aclear objectiveor if your experience and knowledge
already speak for themselves.

You should decide whether to list education or work experiencefirstin
your résumé based on which aspect isstronger inyour background. If your
education and professional training are strong, list educationfirst. If you
haves gnificant job experience, list work experiencefirg. Factorsinfluencing
thisdecisionincludetherelevance of your education or work experienceto
thejob you're applying for and the emphasisyou want to place on each
aspect of your background.

Thethreemain objectivesof acover |etter, asoutlined inthe provided text,
ae

Catch thereader's attention favourably.
Convincethereader that you are qualified for the post.
Reqguest for aninterview.

Toidentify thejob you're applying for, you should state thejob title and
mention how you heard about itinthe cover | etter.
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Writing Job 3. Inthecover letter, you should summariseyour quaificationsfor thejob by

Applications stressing education and/or work experience according to your own situation
or need. Then, you shouldrefer thereader to your résuméfor other important
detalls.

4. Inthecover letter, you should state where you can be reached and when
youwill beavailablefor aninterview, providing crucid information for the
employer to contact you for further discussions.

Notes
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