Module 3

Letter Writing — Introduction: Letter writing is a traditional and essential form of
communication that involves expressing thoughts, ideas, or information on paper. It plays a
crucial role in both personal and professional spheres. Effective letter writing requires clarity,
proper structure, and adherence to appropriate formats.

Types of letters are 1. Professional letters

I.  Official letters

I1.  Demi official letters
1. Applications
IV.  Letters to the news papers
V.  Letters to the organizations

2. Personal letters

I.  Letters to the relatives/friends
Il.  Social letters
I1l.  Note of invitation

Differences between the personal letters and professional letters

Aspect Personal Letters Professional Letters

1. Business Letter (Formal/Professional):
o Used in professional settings.
o Follows a formal structure and tone.
o Typically includes elements like sender's address, date, recipient’s address,
salutation, body, complimentary close, and signature.



List of Business L etters:

Official letters

Demi —official

Formal and impersonal.

Semi-formal and personal in tone.

Used for official
communication, directives, or
formal notices.

Used to address specific issues informally
within an official

framework.

Addressed to an individual or
an office.

Addressed to a specific individual.

Strictly professional and
formal.

Polite, with a touch of personal engagement.

Precise and rigid, with formal
expressions.

Relaxed, sometimes conversational, though
still professional.

Follows a predefined format
or template.

Flexible structure, less formal than official
letters.

Signed by an official in their
capacity.

Signed by an officer, often in a personal
capacity but for official purposes.

Used for routine and
procedural matters.

Used sparingly, typically for matters
requiring personal attention or follow-up.

May or may not be
confidential.

Often considered confidential or sensitive.

Usually typed and printed on
official letterhead.

Often handwritten or typed but with a less
rigid presentation style.

1. Official Letters:

These are formal letters used for official communication between organizations, government
departments, or individuals and organizations. They are highly formal, often following a




standardized format, and are used for official business matters, such as inquiries, complaints,
requests, or announcements.

2.

Demi-official Letters: Also known as semi-official letters, these letters are less formal
compared to official letters. They are often used for communication within an
organization or between government officials. Demi-official letters may have a more
conversational tone compared to strictly formal official letters.

Applications:
o Used for requesting or applying for something.
o Examples include job applications, leave applications, or scholarship applications.
Letters to Newspapers:
@)
o Written to express opinions, share information, or address issues.
o Often submitted for publication in newspapers.
Letters to Associations & Organizations:
o Used for communicating with external entities.
o Can include letters to professional associations, government agencies,
o or other organizations.

Personal Letters:

1.

2.

3.

Relatives/Friends:
o Informal communication with family or friends.
o Reflects a personal and warm tone.
Social Letters:
o Letters written for social purposes, such as congratulatory notes or condolences.
o Tailored for various social
o occasions.
Notes of Invitation:
o Invitations for events, gatherings, or celebrations.
o Clearly states event details, date, time, and venue.



Resume and Cover Letter:

Resume:

A document summarizing an individual's education, skills, and achievements.
Tailored for job applications.

o GUIDELINES TO WRITE A RESUME

o Best resume font sizes are: 11-12pt for normal text, 14-16pt for section titles
and headers

o Curriculum Vitae (CV) is Latin for "course of life." In contrast, Resume is
French for "summary

Cover Letter:

Accompanies a resume and introduces the applicant.
Highlights qualifications and expresses interest in a specific job.



Resume:

John Smith

123 Marketing Street

City, State ZIP Code

Phone: (555) 555-5555

Email: john.smith@email.com
LinkedIn: linkedin.com/in/johnsmith

Objective:
Dedicated marketing professional with a proven track record in developing and
implementing strategic marketing initiatives. Seeking a challenging position to
leverage my skills in digital marketing, brand management, and data analytics.
Education:

Bachelor of Business Administration in Marketing
University of Marketing Excellence, City, State
Graduated May 2017

Skills:

- Digital Marketing

- Social Media Management

- Market Research

- Brand Development

- Data Analytics

- Event Planning

- Excellent Written and Verbal Communication

Certifications:

- Google Analytics Certification

- HubSpot Inbound Marketing Certification
Project: (details about project)

Interest: Reading books, Playing outdoor games,Dancing



Personal details:

e postal add
e Languages known
e DoB
Cover Letter:
John Smith

123 Marketing Street
City, State ZIP Code
Phone: (555) 555-5555
Email:
john.smith@email.com

[Date]

Hiring Manager
Company XYZ

456 Business Avenue
City, State ZIP Code

Dear Hiring Manager,

Subject: Job application

| am excited to apply for the Marketing Specialist position at Company XY Z. With a Bachelor's
degree in Business Administration and over three years of marketing experience, | bring a strong
foundation in developing and executing successful campaigns. | am particularly drawn to
Company XYZ’s reputation for innovation and its dynamic, collaborative work culture. My
experience working in cross-functional teams at XYZ Corporation has honed my ability to align
marketing strategies with brand goals. Please find my resume attached for more details on my
background. | look forward to the opportunity to contribute to your team.

Thank you

Sincerely,
[Your Full Name



Email Etiguettes and Professional Ethics:

o Use professional salutations and signatures.
e Becon

e cise and clear in your communication.

e Avoid using all caps (considered shouting) and excessive exclamation marks.
« Proofread before sending to correct grammar and spelling errors.

e Respect privacy and confidentiality in professional communication.

Email Etiguette:

1. Professional Tone:

e Use a professional and respectful tone in all email communications.
e Avoid overly casual language, slang, or inappropriate humor.

2. Clear and Concise Subject Line:
e Write a clear and informative subject line to help recipients understand the email's
purpose

e Use keywords that summarize the content.

3. Proper Greeting:

e Begin emails with a courteous greeting (e.g., "Dear [Name],").
o Use appropriate titles and address individuals formally unless a more casual approach is
acceptable.

4. Clear and Organized Structure:

e Organize your email with a clear introduction, body, and conclusion.
e Use short paragraphs and bullet points for easy readability.

5. Be Mindful of Length:

o Keep emails concise and to the point.
e Avoid unnecessary details that may overwhelm the recipient.



6. Proofread Before Sending:

o Review your email for spelling and grammatical errors before hitting send.
e A well-proofread email reflects professionalism and attention to detail.

7. Response Time:
o Respond to emails in a timely manner, especially in a professional setting.
e Acknowledge receipt and provide an estimated timeframe if you need more time to
address the content.
8. Use Professional Signatures:
e Include a professional email signature with your full name, position, and relevant contact
information.
o Signatures help recipients easily identify and contact you.

9. Avoid Using All Caps:

o Avoid writing in all capital letters as it may be perceived as shouting.
e Use capitalization sparingly for emphasis.

10. Attachments:

e Clearly mention and label attachments in your email.
o Ensure that attached files are relevant and necessary.

11. Be Cautious with Humor and Emotions:
e Use humor sparingly and consider the context.
o Be cautious with emoticons in professional emails; they may not be suitable for all
situations.

12. Respect Privacy:

« Be mindful of sensitive information and avoid sharing confidential details via email.
e Use secure channels for discussing private or confidential matters.

13. Use BCC (Blind Carbon Copy) Wisely:
e When sending emails to multiple recipients who may not know each other, consider using
BCC to protect their privacy.

o Be transparent about who else received the email if necessary.

14. Professional Closings:



e End your email with a professional closing (e.g., "Best regards,"” "Sincerely,").
e Include your full name and, if applicable, your title.

15. Review Email Chains:
o Before responding to an email chain, review previous messages to ensure your response
is contextually relevant.
e Avoid unnecessary repetition or redundant information.

16. Mobile Responsiveness:

o Keep in mind that many people check emails on mobile devices.
o Ensure your emails are formatted for easy reading on various screen sizes.

17. Avoid Overusing High-Priority Flags:
e Reserve high-priority flags for truly urgent matters to avoid desensitizing recipients to
their significance.Adhering to email etiquette contributes to effective communication,

builds professional relationships, and reflects positively on your professionalism and
reliability.

Professional Ethics:

1. Definition:
o Professional ethics refers to the principles, values, and standards that guide the behavior

of individuals in a professional context. It involves making morally right decisions and
e conducting oneself with integrity within the scope of one's profession

Here are some examples of professional ethics in the workplace:

e Integrity — Being honest and having strong moral principles; doing the right thing even when
no one is watching.

e Accountability — Taking responsibility for your actions, decisions, and their outcomes.



e Respect — Treating colleagues, clients, and stakeholders with courtesy, dignity, and
consideration.

e Confidentiality — Protecting sensitive information and not disclosing it without proper
authorization.

e Fairness — Acting impartially and justly, without favoritism or discrimination.

e Loyalty — Demonstrating dedication and allegiance to the organization and its mission.
e Transparency — Being open and clear about processes, decisions, and intentions.

¢ Professionalism — Maintaining appropriate behavior, appearance, and communication
standards in the workplace.

e Compliance — Adhering to company policies, industry regulations, and legal requirements.

e Commitment to Excellence — Striving for quality and continuous improvement in work
performance.

Professional ethics form the foundation of a responsible and sustainable professional
environment. It is an ongoing commitment that requires self-reflection, continuous learning, and
a dedication to upholding high standards of conduct.

QUESTION BANK

Which of the following is NOT typically included in a resume?

a) Contact information



b) Hobbies and interests
c) Work experience

d) Education background

2. What is the purpose of a cover letter?

a) To provide a summary of your work experience

b) To showcase your academic qualifications

c) To express your interest in a specific job and explain why you are a suitable candidate
d) To list your professional skills and achievements

3. How long should a resume typically be?

a) 1-2 pages

b) 3-4 pages

c) 5-6 pages

d) There is no specific length requirement

4. Which of the following statements about a functional resume format is true?
a) It emphasizes a chronological order of work experience.

b) It focuses on skills and experiences rather than chronological work history.
c) It is the most traditional and widely used resume format.

d) It is recommended for those with extensive work experience.

5. When addressing a cover letter, what is the preferred salutation if you know the hiring
manager's name?

a) "Dear Sir/Madam"

b) "To Whom It May Concern"



c) "Dear Hiring Manager"

d) "Dear Mr./Ms. [Last Name]"

6. Which of the following is NOT a section commonly found in a resume?

a) Objective statement

b) Skills summary

c) Professional experience

d) Personal references

7. Which of the following statements about tailoring a resume and cover letter is true?
a) It is unnecessary to customize your resume and cover letter for each job application.
b) Tailoring your documents increases your chances of standing out to employers.

¢) Using a generic template for all applications is more effective.

d) Cover letters should always be longer than resumes.

8. In a resume, which section should come first?

a) Work experience

b) Education

c) Skills

d) Contact information

9. Which of the following is a common mistake to avoid when writing a cover letter?
a) Using generic language and not customizing it for the specific job

b) Including detailed descriptions of every job you've ever had

¢) Not providing any contact information

d) Mentioning salary expectations in the opening paragraph



10. What is the purpose of including keywords in a resume?
a) To make the resume visually appealing
b) To demonstrate your proficiency in foreign languages

c) To match the job description and increase the chances of passing through applicant tracking
systems (ATS)

d) To showcase your hobbies and interests

Answers:

b) Work experience

c) To express your interest in a specific job and explain why you are a suitable candidate
a) 1-2 pages

b) It focuses on skills and experiences rather than chronological work history.

d) "Dear Mr./Ms. [Last Name]"

d) Personal references

b) Tailoring your documents increases your chances of standing out to employers.
d) Contact information

a) Using generic language and not customizing it for the specific job

c) To match the job description and increase the chances of passing through applicant tracking
systems (ATS)

11. What is the purpose of a formal business letter?
a) To share personal experiences

b) To convey information in a professional setting
c) To express emotions and feelings

d) To request a favor from a friend



12. Which of the following is NOT a common part of a formal letter?
a) Date

b) Greeting

c) Emoji

d) Closing

13. In a formal letter, where is the sender's address usually placed?

a) At the top left-hand corner

b) At the top right-hand corner

c) At the bottom left-hand corner

d) At the bottom right-hand corner

14. Which of the following is the correct format for a complimentary close in a formal letter?
a) Yours truly

b) Best regards

c) Sincerely yours

d) Cheers

15. What is the purpose of the subject line in a business letter or email?
a) To provide additional information about the sender

b) To express gratitude to the recipient

¢) To summarize the main content of the letter

d) To request a response from the recipient

16. Which of the following is an appropriate salutation for a formal letter when you know the
recipient's name?

a) Hi there

b) To whom it may concern



c¢) Dear Mr. Smith

d) Hey you

17. Which part of a formal letter provides details about the main content of the letter?
a) Salutation

b) Body

c) Complimentary close

d) Subject line

18. In a business letter, what should you do after the closing (e.g., "Sincerely")?
a) Provide your email address

b) Add a postscript

c) Write your signature

d) Attach a resume

19. Which of the following is a common mistake to avoid in business letter writing?
a) Using informal language and slang

b) Keeping the letter concise and to the point

c) Proofreading for spelling and grammar errors

d) Including irrelevant details

20. What type of language is typically used in a formal business letter?

a) Casual and slang

b) Professional and polite

¢) Emotional and expressive

d) Technical and complex

AnNswers:



b) To convey information in a professional setting
c) Emoji
a) At the top left-hand corner
c) Sincerely yours
¢) To summarize the main content of the letter
c) Dear Mr. Smith
b) Body
c) Write your signature
a) Using informal language and slang
b) Professional and polite
PART -B
What are the key components of a professional email and why are they important?

Describe the appropriate tone and language to use in different types of emails (e.g., formal vs.
informal).

Explain the importance of subject lines in emails and provide examples of effective subject lines.
Discuss the significance of proofreading and editing emails before sending them.

Describe how to effectively organize and structure the content of an email for clarity and
readability.

Explain the appropriate use of greetings and salutations in emails, including when to use "Dear,"
"Hi," or "Hello."”

Discuss the importance of clarity and conciseness in email communication, and provide
strategies for achieving this.

Describe common mistakes to avoid in email communication and explain their potential impact.

Discuss the proper etiquette for replying to emails, including response times and how to
acknowledge receipt.



Explain the importance of professionalism in email communication, including maintaining
confidentiality and respect for recipients.

Define professional ethics and discuss why they are important in the workplace.

Describe a situation where you faced an ethical dilemma in your professional life. How did you
handle it?

Discuss the role of honesty and integrity in maintaining professional ethics. Provide examples to
illustrate your points.

Explain the concept of confidentiality in professional settings. Why is it important, and what are
the consequences of breaching confidentiality?

Describe the responsibilities of professionals towards clients, colleagues, and the community.
Discuss the ethical considerations involved in decision-making processes within organizations.

Explain the concept of conflict of interest in professional ethics. Provide examples and discuss
strategies for managing conflicts of interest.

Describe the importance of diversity and inclusion in professional ethics. How can professionals
ensure equitable treatment and opportunities for all?

Discuss the ethical implications of technological advancements in the workplace, such as data
privacy and cyber security.

Explain the role of professional codes of conduct and ethics guidelines in guiding behavior and
decision-making in various professions.






