This information may make a usefill addition to your reperloire of people skills. You may wast to

practice using these mEm._m_ for &..mnwm.ﬁ three or tgur weeks S0 that they biécme .mmna.bu HEUEC 10 you. By 3. Oibacive. Pausing allows you to observé what type of hundshake you're récetving. The hatd is

following these simp le: $teps aiid fine-tuning your 0w interprelye powers, You 1 be beiter prepared to : partientarly suitéd to this kind ef imvestigation because it has more nerve endings per square miflimeter

make thore wonﬁmﬁ ann_.m:wwm .mwocn wE.,un people baged o your first Hmpréssions. } than any other pait of the podly, with the preatest concentration in the ».Emnm.ﬁdwwnﬁn. whether {he sther
J . e y . . S m— person is pushing; pulling or twisting your hand Nofice whether he 6t she shikes yourhand vigorously

subconscions to be pactieulatly aware at the moment your shake hands. Sy to your sibéonscicus; "while
T'm doing Whai § ieed 10 8o, coliegt the informaticn you receive, sorf and cateporize it, and give it t me
85 | need it.” L S .

of barely moves. {s the hand warin and wet,of £61d and dry? {s.it flexibie or sGL? Adest-your

4. Reseiiiber, After the meeling, remember what the ha {dghake was like, Ask yourself who shook first.
Who det zo Tirst? Was ihe person figrvous of rélaxed? Was the handshake cohercnt with whathe of she
was saying? Compare fhe operiiag #nd closing handshakes. To remémber moré easily, mike a visual
image of the handshake each time you greet someoné. Write down your impressions.

Once you siart reniembering rwamwvmwaw._,wo: cail categorize them into 12 basic types. These
interpretations should be modified by your own obgervations but.they are a good place to start.

LA

‘m e
by Robert E-Brown
ﬁﬂ.ﬁﬂdanaﬁaawwﬂ NCHRC Quarterly).

Though it might seem quite perfunctity, the the s-second ritual of shakitig hands can provideyou with
as much information about the vther person as a psychological profile, if you know how to fed the
signis. Access to this data is edsily available to you-inisafar as this simple gestife is-always pefformed
" betore job interviews, petformance svaltidtions, meetings, ste, By umderstaniding fhe othér;pérson's body
langtiagé, you can disgover whether he/she is sihcere ortnisibeere, dominant of submissive, decaitful.

This is becawse the body canfict lie no matter how much @ person. may fry to covet up his‘het trae
intenfions. -

This aficle deseribes how 1o interpret hé messiges of fhe Fiosl comemon handshakes, Such honverbal This is the handshake used by niost leaders and corporale execulives. The person delivering it will fock
information is ar invaluible addition to Whatever you may leam from another person's verbil résponses, you rightn the eye, fully engage your hand, smile and pusp your haad two of three times. This
clothing, reésume or work fecord. To interpret handshaking, you'll need to leam How to pick up the subtle -handshake cxpresses  feefing of rélaxed self-confidence, The person using it will be-gpen, trustworthy
sigrials that aré sent dirifig 2 handshake. and willing fo listen, There's no hidden agenda heré, He or she isa good “peaple” person and could be
trusted in a highly classified posifion.

There four hasic steps in this process inciude: . s .
; - _ The Lingering Handshake

1. Engage. A proper handshike shoutd engdge the other persoi's fiill liarid, This means that the web ¥ ) I :
v.nwﬂag yout thimb and index finger gwuld be tonching voiir pariner's. The hand shoutd be flat enough This osie §5 firm with a watni prasp and two.or inoré pumps. The end of the handshike pases or lingets.
s your paims are fouching. This puts your hand in the proper position to give and receive messages. The Jingering guality may dencte opennéss andl sincerity, or iLmay suggest that the persen has

. : - something.up his/her sieeve. Trust your gut feeling about what the shake means. Chieck the person out
carefiilly if the othér signals you get warratit it. I you find that the ofher person is sincere, he.or she will
ot an oxceliéiit candidate for a job or.a promation. 1 would recofnmend that you affer peaple a
combination of the All-Americari and the Lingeting handshake. This wili send the message that you're
open and friendly, while allowing you o pick up the other person's signals.

3. Pauise, Pausing is the key ingredient t6 2 succsssful handshiake, By pauvsifig or lingering ot the nabiral
conchugion of a handshake, you #ré expressing sincerity and openness, The dbjective of the pause is o
be the |ait one to release your hand from the hahdshike. As yoit pause; held your hand shightly at &
angle. Cup your fast two fingers under siightly, with erdugh force to support the edge of the other

person's palm. This will atlow you to receive any of the iiformalion your partner sends during the
coni¢lugion of the shake.

: Being the last one to let go may seem awkward at first Buat if you project a positive attiiude with the rest
of your nonverbal communicators (e.g. positive voice, good eye contact and smiling or restraining &
smile), the lingering wori't be offensive.

hittp!//rebrown.com/rebsown/handsh.htm 371972004
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Even thongh this grip may be finn and wearm. at the end your haiid ts pushed ot flicked away. The Push-
OHF can range from a slight §itf-arm to.a flai-out rejectiori. This handshake implies that the other person
has a strong need 1o establish his or her o 538& anid agentla, He or shé will fend fo be 4 Stand-
offish person without goad .ﬁmcu_n skills. ﬂum person will probabily: not maké 2 .good Ewnmmnn

...36 v:.:.a_:

This persori holds on to yeur hand to pull you closer ot direst you E:Emr u doof o: A a chair. This
is a somewhat manipulative handshake. Because this type of person is a controller who wanils things
dope certain way, he or she may net be a good tearn player. If the organization's goals conflict with this
persori's goals, there will be a probiem.

The Two-H

_EE.E wanwamm it :m :mmwm.aﬁnw gince 1y .and 5:5»@. .E:m
Em 're mﬁﬁ _Eaa_nm m e o1 she would

mmmmwam‘:_ﬂ shiake.

The: dominant party in thie handihake has his/her palm facing down in relatiofi to-the othier parson: Like
the winner of an artn wrestling mateh, the hand on top is ¢leasly in control. To retain equality, simply
step info this handshake with your 1éft foot. This handshike says "I'rn in charge, 'm the Boss.” It tends
1o be the handshake of the conventional boss or manager who manages through contrel. 1 thiis person is
oo condrofling, this can limit histher effectiveness with other people,




The Finger Squeeze

Like the push-off, the finger squeere is used to keep Soifisbne 4t 8 comfortable distanc This kind of
handshake will hurt yout Band. This i$ a very insecure type of peison who equates brute strength with
personal power. They use their hands as wéapons to ominate and overpower people. These days, some
women are misguidediy using this kind of handshake. - " ST

The Boné Crushisr .

This perscn just offers you two or three fingers. It is usually given by s woman who hasn't learned how
tor shake hands propetiy or who has a fear of intimacy. This person will tend not fo be very good at

httpi/fiebtown.com/rebrowri/handsh htm 31972004

interpersonal skilis. If womwn ooing to promole the Bone Crusher or the Palm Pincher, you should tell

them to shifi to the All-Amefican shake. :

The Twister

In this ore, the other persorgrabs yout hand nornally but agpressively twists it under histher harid at
the end. This persof is saying. "We may be coming into this &§ equals, but in the end I'1] be on top." This
person can turn on you. You may think yoit're it ¢ontrol, but he/she will attemspt to catch you off goard.
This is & #eceitful or devious type of person. Don't gloss over the Twister igo lightly. The Twister isa
tmajor red flag foi a sertous background cheok This candidate ¥ hot be a good team player or & good

security risk.

We all know peeple who offer this kind of ¢oid, clammy, indifferent szmwrww.mw Il tends 1o drain your
energy. This individual tends to bie somewhat passive or apathietic. This typeé 6f employee will usually be-
better with compuiters, machines and iaformation than with péople. If lie/she hos good technical gkills,
dost't promote him/her to a managesial position. Dead Fish handshakers ptobably won't have the enerzy

and interest necessary for that type of wotk.

hittp:/frebrown, com/rebrown/handsh him 341972004




Your Name:

Friday, May 13", 2011 in Mrs. Ericison’s 37 and 47 Hour Advanced #lacement English Langisge and Composition Clssses

Class Hour;

IMPORTANT POINTS TO REMEMBER ABOUT COVER LETTER/OF INTENT WRITING

Frrmatted like business letter — not with a centerad header.
Don't abbreviate ANYTHING, Including in address.

Rules of formai writing should be followed — no clichés, numbers 0 — 99, no 'words-with-no-meaning,’ no
ending sentences and ciauses with prepositions, time is "during,’ not *in,” elc,

Den't say My name is..”

Indent paragraphs.

Provide SPECIFIC examples of “skifls, talents, and ab
Give spesific information on how te reach you in last paragraph.
Print # in Black ink.

Sign it in Black Ink.

Make font and spacing easy o read.

Don't use repelition of same phrases over and over,

Absolutely no negatives, or hints at. about self or current job,
Shoutd only be one page.
Make sure you include the date in your heading.

You're interested in the position, obviously; that's why you're sending in a letier and resume — that's you're
‘apphication” — Den't say you're interested in applying

If you know somecns who aiready works there, or someons this person with whom you're applying knows, use
their name in the opening paragraph. If the person you're writing to does not know the person, do ot use a
name.

IMPORTANT POINTS TO REMEMBER ABQUT RESUNME WRITING

Read top to bottom, not feft to right, so shouid alt be afigned the same.
Don't abbreviate ANYTHING, including in address.
Anything that happens in time, st in order of most recen fo least recent.

Call grades by their number not name (12" grade, nol senior year),

Your objactive is To DO something.

Details of duties and such should be listed, not written as essay paragraphs/narratives
When
You do not nesd to explain the credentials of institufions 1 same field as the person with whom you are applying.

g school and activities, make sure you incfude all honors and awards.,

Your Gontact Info shouid stand out, be easy o see and read.

When listing, either afi begin with caps or ail lower case — consistent formatting.

Mot necessary to explain relationship with people listed as references, only their fities and contact info.
The more appticable info is to the iob, the closer to the top of the resume it should go.

A resume, no matter how good, will
not get you a job by itsell However, a
good resume will attract the attention
of the hiring manager and secure a
job interview. The purpsse of a
resume §5 (o disclose your accom-
plishments and qualifications to a
potential employer. If the employer
likes what she sees, she will contact
you for a face-to-face meeting.

Think of your resume as a4 promo-
tional brochure about youw. You need
to show a potential employer what
you have accomplished and where

1. First, censider your audience, Will
you be sending your resume to
potential employers or to coliege
adinissions boards?

2. Think about the experiences you
have had in high school. Write
down the headings: Academic
Achfevements, Extra-Curricular
Activities, Volunteer Experfences,
Wark History and Awards &
Honors, List all of your accomyplish-
ments under the appropriate head-
ing. At this point, include every-
thing you can think of. No experi-
ence, honor, etc. is too nsignificant.

Resume Hfandbook 4

Handbook courfesy of the CareerBuilder Network

I — Introduction

your experience lies. Your strategy
should be to emphasize the experi-
ence and skilis that a particuiar
employer is looking for

Your resume is aiso an example of
your commusication and organiza-
tional sidlis. A well done resume is
itself another reminder of what kind
of valuable emipinyee you would be.
tikewise, a sloppily produced
resume is a terrific way to get your-
seif taken out of the Tunning before
it aven starts.

I — Activity

(If you have nothing to put under
one or two of these categories,
domt worryl Simply delete that
category altogether or replace it
with a different category that bet-
ter displays your strengthis.)

3. Give your lists to onre or two of
your classmates. Ask them to
mark the items in each category
that they thisk are most impres-
sive. Then, review your own
notes. Decide which information
you want to keep and which you
wart to discard.

There is a lot of information avail-
able on resumes and resume writing
— some of it contradictory, but most
of it useful. Our advice & to find a
sood book o resumes and learn the
fundamentals of resume writing. Try
and stay with the most current
material you can; resurne advice foi-
lows trends. The Internet is home to
plenty of free advice and informa-
tion, but in maost cases that inforima-
tion will be less detailed than a goed
resume guide.

4. Finally, organize the remaining
iterms under each category from
most to least impressive. {If you
have an extensive work history,
you might want to organize this
category chronologically)

5. Now you are ready to begin for-
matting and writing your resume.
Please continue on to the next
activity.



With so many different employment
experiences possible, there is no sin-
gle resume template that works for
everyone, There are, however, gener-
ally acceplted ways to arrange the
infarmation on your resuine to pres-
ent it in the best light,

The two styles that are discusseq
most often are the chronological for-
mat and the functional format. Both
have their own advantages and dis-
advantages when it comes to pre-
senting your information. A third
style, the combination, is a compro-
mise betweenr the two and has
hecome more popular in recent
years. CareerBuilder gives you an
overview of each format to help you
decide which is best for you,

Chronological

This is the most common resume
style, and the one that employers pre-
fer, In the chronological format, the
emphasis is placed on employment
experience. The applicant’s job history
is presented in reverse clvonological
order, with the most recent jobs
placed at the top of the fist.

The chroaplogical resume is good if
your recent job experience Is rele-
vant to the job you are applying for,
and you wanf to stay on a similar
career path. Potential employers can
casily see wihat you have done, and

Handbock courtesy of the CareerBuilder Network

I — Formats

how you have progressed and gar-
nered experience.

Despite its popularity, there are
some reasons why the chronelogical
format may not be right for you, if
you are just entering the workforce
from school, a resume like this may
actuaily highlight your lack of expe-
rience. You may have held jobs
recently that have no relevance to
the position you're appiying for if
you are re-entering the workforce
after a substantial absence, this
resume will highlight your recent
inactivity. Any large gaps in your
recent employment history will be
evident, and you may be asked
about ther.

Likewise, a job history full of briefly
held jobs might lead a potential
employer to question your ability to
remain employed. A long employ-
ment history at a single company
will reveal your age to some extent,
something you may not feel com-
fortable doing.

Functional

In this non-linear format, your skills
and achievements are emphasized.
Your employment history is summa-
rized or avoided all together. Your
skills and previous relevant experi-
ence (ncluding educational experi-
ence) are prasented at the beginning

of your resume. They ave organized
so the amployer can see how your
skills relate to the job position you
are applying for (In a chronological
resume, employers may simply be
ipoking at the jobs you have held
previously to see if you have the
experience they are looking for) Tt
may take more effort to write a fune-
tional resume, bhut you are free to
highlight your talents instead of your
recent job experience, The func-
tional resume can be particularly
effective if you've held a number of
similar positions; it will alfow you to
highlight your skills rather than
itemize what might be a redundant
locking job history.

But the functional resume may also
raise concerns in some employers’
minds as to whether you are with-
hotding information. This doesn't
mean that functional resumes are
ignored or that they can't he effec-
tive. But an employer Iooking for a
clear job history may be put off by
the funcricnal format, especiafly if
you've used a functional resume to
hide your inexperience or a long gap
n your employment history.

if you don't have any problems with
the reverse chronological format, use
it instead, if you still like the idea of the
functional formiat, you may want to
make it more acceptable by combin-
ing it with the chronological format

Emmt%m Mvmmewoow
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and creating a combination resume.
Combination
The combination resume is simply a

functional resume with a brief
employment history added. Skiils

1. 1f you are preparing a resume o
send to potential employers,
decide which format (chronologi-

functional or combination)
you want to use. If you would like
to include a resume of your
accomplishinents when applying
to college, decide what is maost
impressive about your back-
ground - work or volunteer expe-
riences, academic achievements,
awards/honors or extra-curricular
activities. Then, arrange your cate-
gories from strongest to weakest,

2. MNow, it's time to get an idea of
what a resume should ook like.

Formats, continued

and accomplishments are still listed
first; the employment history fol-
lows. You need to reveal where yon
worked, when you worked, and
what your job position was. This will
allay an employer's worries about
your experience, and it still allows

Il — Activity

Your counselor or teacher rnight
have examples of sirong resumes,
Qr, you can search under “sample
resumes” on the Internet, Note:
Some sample resumes may begin
with "ohjective” statements; many
experts agree, however, that these
are unnecessary. Any objective you
have should be stated in a cover
letter, nof on your resame.

3. Write a senitence oF two about each
of the activitiesfhonorsjetc. that
you have listed under your head-
ings, Remeimber rhat the purpose
of each sentence is to advertise
your strengths and selling points,

you o emphasize your talents and
how you would use them for the job
you are applying for. While most
emplovers might still prefer a
chronological resume, this is a good
alternative to the functional resume,

and to tell readers how vour expe-
riences have helped you develop
character and hone valuable skills.
Don't yse the first person {"t"). Do
begin each sentence with an action
verb or adverb, e.g. "spearheaded”
or "effectively solved.”

4. The first draft of your resume is
done. Now, it's time te fine-tune it.
Please continue on 0 the pext
activity.
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The CareerBuilder Network offers this
coflection of wisdom for fine-tuning a
resume info a winner:

Keep it concise. Employers have lots
to do, so don't make the mistake of
asking themn fo read through an
upnecessarily long resume. A long,
wordy resurne will put off someone
who is already short on time.
RKesumes should be one page, if pos-
sible, and two if absolutely neces-
sary to describe relevant work expe-
rience, A two-page resume is no
advantage if it's fufl of information
thar isn't reasonably applicabie 1o
the position you're applying for. Use
the space only if you need it to lully
disciose your accomplishments,

Make your words count. Your use of
language is extremely important;
you need to sell yoursell o an
epployer quickly and efficiently.
Address your potential employer’s
ueeds with a clearly written, com-
pelling resume.

Avoid large paragraphs (over six or
seven lines), Reswumes are often
scanned by hiring managers. If you
provide small, digestible pieces of
information you stand a better
chance of having your resume actu-
ally read. lse action verbs such as
“developed,” “managed,” and
"designed” to emphasize  your

Il — Writing Tips

acromplishments. Don't use declar-
ative sentences lile "f developed
the..” or "I assisted in.."; leave out
the "1." Avoid passive constructions,
such as "was responsible for manag-
ing.” It's not only more efficient to
say "Managed,” it's stronger and
more active.

Make the most of your experlence.
Potential employers need to know
what you have accomplished to have
an idea of what you can do for them.
Don't be vague, Descrihe things that
ran be measured objectively. Telling
someone that you “improved ware-
house efficiency” doesn't say much.
Telling them that you "cut requisition
costs by 20%, saving the company
£3800 for the fiscal year” does,
Ernployers will feel more comfortable
hiring you if they can verify your
accompiishtoenis.

Be honest. There is a difference
between making the most of your
experience and exaggerating or fal-
sifying it. A falsified resume can be
easily spotted by an employer (if not
imediately then during the inter-
view process), and if it doesn't pre-
vent you [rom getting the job, it can
cost you the job later on.

Don't neglect appearance. Your
resume is the first impression you'tl
make on a potential employer, and a

successfil resume depends on more
than what you say; how you say it
counts as well.

Check your resume for proper gram-
mar and correct spelling - evidence
of good communication skills and
attention to detail. Nothing can ruin
your chances of getting a job faster
than submitting a resume filed with
easily preventable mistakes.

Make your resume easy on the eyes.
Use normal marging (1" on the top
and bottom, 1.257 on the sides) and
don't cram your text onto the page.
Allow for some breathing room
between the different sections. Aveid
unusual or exotic font styles; use sim-
ple fonts with a professtonal look. Use
standard, nczémxﬁmwma. fine-grained
paper in white or ivery. Keep in mind
that textured and dark-colored paper
may not copy well when the employ-
el makes copies to pass around o
other participants in the hiring
process. If you need to copy your
resume, make sure your coples are
clean and clear, Even the best-looking
resurme can be ruined by a poor copi-

- se only copiers wmintained for
professional copying.

Target, target, target. Emphasize what
you €an do for an employer. Be specif-
ic, if you are going after rnore than one
job opening, customize your resurmne

I

accordingly. It helps to tailor your
resume for a specific position
Remember to only include the experi-
ence that is relevant to the job.

Eliminate superfluous details,
Unnecessary details can take up a ot
of valuable space on your resure,
Don't mention personal characteris-
tics such as age, height, and marital
status. This is information that
employers may not legally solicit
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Writing Tips, continued

from you, and they wouk! probably
be moere comfortable if you don't vol-
unteer it yourself, List your hobbies
and interests only if you can relate
- them to the position you're applying
for. If you need room to describe your
work experience, avoid this altogeth-
er. The phrase "References available
upon reguest” should be left off if you
need room to describe your work
expedience. Most employers assmme
you have references they may con-

tact, and will request them if there's
a need to do so.

Avoid the "Objective” statement.
Your objective should be clearly
articulated in your cover letter. If you
de include an ohijective, be specific.
Vague staterents, such as “Looking
to utilize my marketing skills” or
"seeking a rewarding position” add
nothing to a resume and may in fact
make you appear insincere.

1. Keep each of the above writing tips
in mind as you enibeflish and revise
the draft of your resume. Resuine-
writing is a painstaking process.
Take your timel Remember, for
your resume to set you apart from
other job or college applicants, it
needs to come as close to perfec-
tion as possibie. If you haven't done
so already, type and format your
TesusIe On a computer,

I

On a separate sheet of paper, cre-
ate an evaluation checksheet that
lists the writing tips described in

IIT — Activity

this section down rhe left hand
side fe.g. “Keep it concise,” "Make
your words count,” etc.) and lists
the categories inciuded on your
resume {(e.g. Honors & Awards,
Work History, etc.) across the top.
Make two checksheets - one for
yourself and cne for a classmate.

3. Using a scale of 1.5, you and a class-
mate sheuld both evaluate your
ressme according to how well each
section meets the criteria iisted on
the left. if, for example, your
Volunteer Experiences secticn is

too wordy it might receive a low
score on “Keep it concise”

4. Based on your own and your
classmate’s evaluation, do one last
revision of your resume,

5. Bravol Hopefully, your new resume
is a reflaction of your unique assets
and marketable skills, May it open
doors to your futuret



Perhaps the only thing joh-seekers
dread more than writing a resume is
writing the cover letter to go with it.
True, a regume requires good, solid
writing and atrention to detall, but a
cover letter is addressed to a particu-

The cover letter is your chiance to sell
yoursel to a potential ernployer as the
best candidate for a specific positien,
As such, if's just as important as your
resurne. In fact, you should never send
oul a resyme without one.

The rnost important thing to remem-
ber is that your cover letter serves a
separate function from your resume
and should not be used to repeat the
details of your resume, such as work
history, education, or personal objec-
tives, The resume is about you, your
experience and your skills. The cover
fetter is about what you can do for the
employer. An effective cover letter
shiould accemplish three things:

1. Introduce yoursedf and your reason
for writing

The first paragraph needs to grab the
hiring manager's attention, Say exact-
ly why you have sent your resume:
you are nterested in the company and
you want o fill a need they have.

:mm::uoow nocﬁﬁmmz oﬂ M:m mm_mmmma_ama mes_o%

I — Introduction

lar person - whoever is in charge of
hiring - and requires the job-seeker
to answer the most important gues-
tion on that person's mind: “Why is
this applicant the best qualified can-
didate for the job?"

Il — Content

Demanstrate your interest by indicat-
ing any connections betwsen the
employer and yourself, Show that you
work in the same field, that you share
a comunen professional interest, or
that you have been following the
company or industry in the news.

Il you were referred to the company
by a mutual friend or associate, men-
tion them; the hiring matager may
feel imare obiipated to respond to your
letter. (Dot profess to know more
than you do, however If you make
inaccurate slatements regarding the
company or the industry, the hiring
ranager will see right through it.)
When offering to fill the company’s
need, be specific as possible. Dot
just mention the job pasiton,
describe what the company requires
from that position,

2. Seli yourself

In the second part of the letter state
{briefly} the skills you bring to the

How wall you write a cover letter
may play a large part in how effec-
tive your resume witl be. A good let-
ter may get you an interview; a bad
one may make your resume little
more than an afterthought.

table that will specifically meet the
employer’s needs. There is no need to
ge inte great detail your resume
should take care of that.

Instead, use this section to highlight
how you will use your talents and
experience to benefit the campany.
Don't use it to indicate how you think
you'll benefit from being employed--
with a stack of resumes on her desk
and positions to fill, the hiring manag-
er isa't concerned with your personal
fulfilment. Keep your use of the per-
sonal pronoun " te a minimum. Try
o use it in this sense: "Here's how |
can help you.”

3. Make a plan

Close the letter by indicating what you
would ke to happen next. Don't leave
the 7all in the enployer's coust; tale
actiont Tell the potential employer
where you can be reached, either by
phone or by e-mail, but don't wait for
a call. mdicate that if you don't hear
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] — Content, continued

from them within a few days, you will
follow-up with a phone call to make
sure your resume and cover letter have
reached the intended recipient, and to

arrange s face to face interview. Be
assertive but polite. (Some job seekers
may want to use a paragraph to
explain anything that's not apparent

from the resume, such as large gaps in ’
the exployment history)

1.1f there is a job for which you
want to apply - terrific! Find out
~— either from the employment ad
or via a contact person — what
the responsibilities of the position
are. I you are simply going to
tone your job-secking skills by
writing a mock cover letter,
choose a company for which you
would like to work and determine
what positions within the company
interest you. Often, you can find job
descriptions and listings on compa-
ny Web sites, Or, ask sbmeone you
know who has an interesting jobs to
describe the responsibilities of his
or her position.

jos

- After deciding on a position, list
the responsibilities of the job and
the qualifications that an appli-
cant should possess. Next to gach
item on your list, note any experi-
ences you have fhat meet {or

I & I1 — Activity

almost me=at) that particular
need. Jf, for example, the job
requires knowledge of a software
program that you don't happen to
know, Hst the tech skills that you
do have - especially those that
might be similar to the program
mentioned. Moreover, if the com-
pany seeks a new hire who has
"excellent organizational skitls,”
Jjot down your experiences with
organizing school dances, activi-
ties for kids at a camp, etc. Or, if a
challenging academic project you
worked on reguired a lot of organ-
ization, mention that. In short, be
specific about your qualifications
and don’t worry if you don't have
exactly what the company
desires. A litle creative thinking is
alt it takes to find links between
your experiences and those listed
for & position.

3. Ask yourself the following ques-
tions: "How can I hielp this compa-
ay?" "What makes me unique?”
Write dawn your answers.

P

. Piscuss the notes you have made

with a friend, or someone who
kinows you well. Ask him or her to
adept the role of potential
employer and identify your most
remarkable qualifications and
experiences, Fdit and organize
your netes accordingly. Delete
superfluous information.

|5

. At this point, you have selected a
job and made notes abowt your
skills and experiences. Now, its
time to compose your cover letter
Please move on to the next activity,



There is no me "official” format. bur
here are some basic rules to keep in
mind when composing a cover letter:

¢ A three line block in the top right
hand or lefc hand corner of the page
containing: your home street address;
city, state and ZIP code; and the date.
{The date rnay be separated from the
Plock by one line)

« Another three line block, fush left,
ane space below the date and one
space above the greeting. This block
contains the addressee’s full name
and address, including city, state and
71P code,

How your write your cover letter is as
important as the message it delivers.
Your letter §s an example of how well
you cotmnunicate, and po employer
wants 10 hire people who can't do so
effectively. With that in mind, here are
somme fips on makig your cover letter
look and sound professional:

o Personaiize the letter. Whenever
possible, address your cover to the
individual responsible for fifling the
position. A generic saiutation sends
the message that you aren't familiar
with the company; such an impres-
sion wor't convince the reader that
you're enthusiastic about the job.

IIl — Formatting

» Use a cofon after the greeting, not a
comma. The greeting should addressa
specific person in a formal manper.
"Pear Ms. Harper:” is perfect; "Dear
Jennifer:” is not.

¢ Use a personalized salutation (not,
for example, "o Whom it May
Concern™). Make an effort to find out
who will be receiving your letter If
necessary, islephone the company
and ask. If you do not find a specific
name, address the letter to "Hiring
Manager,” "Humaa  Resowrces
Manager,” or simply "Manager.”

IV — Writing Tips

Liliewise, "To whorn it may concern’”
will probably concern ne one. And
“Drear Sir" or "Dear Madam” are ill
advised - don't risk alienating or
offending your readet,

« [f necessary, make a phone call, visic
the library or use the Internet fo find
out the name and title of the person
who does the hiring. Then make sure
to get the speilings correct
Renmember, the hiring manager will he
looking for people who set themselves
apart. Take the tine to find out who's
incharge and you may be that person,

o Be natural, Use sitnple, uncomplicat-
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» Paragraphs should be separated by
a Hne of space; indentation is not
necessary.

« You may use buflets and bold print in
the hody of your covei letier (o organ-
ize and highlight information, and
make it easier to read. il you do decide
to use them, do so conservatively,

» The desing should read "Sincerely,”
foflowed by your siprature under-
neath, then your full name in print
underneath that. Always leave enough
room for your signature between the
closing and your nasme when you print
your cover letter.

ed language and senfence structure
Don't try to sound like someone else,
particularly if that means using unnat-
urally formal language, conveluted
sentences and words you've never
used before {perbaps misusing them
in the process). You may mean o
impress, but you'll often sound awk-
ward. Write as you would speak. Be
formal, but don't be a stiff. Say things
in a simple, straightforward way, and
don't rely on a thesaurus. As with your
resuine, use action words to create
dynamic senterces.

» Be specific and get to the point, Your
cover letter must be Intriguing enough

R e S R
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1V — Writing Tips, continued

to pet the reader to lool at the resume,
but shauld be only an introduction to
the Testme, not a repeat of it. Make
sure you answer the guestion, "why
should [ hire this person?”

= Avoid using clichés, like "I've taken
the liberty of enclosing my resume,”
or "I'm a people person.” i's difficult
1o seli yourself as unique if your letter
reads lilee every other one in the pile.

« Be positive, Don't complain about
your boss or describe your present
or previous werk experience as
“horing." Nobody wants to hire
somebody with an attitude. Above
alt, don't sound like you're begging
for a job. A hiring manager may
wonder why you're so desperate.

o Be confident, bt not arrogant, Don't
be negative or too humble. Tell them
you're qualified for the job, but don't
demand it. Don't profess to know
more about the company than you
really do. Explain why you find the
company aitractive (there must be
sorae reason or you shouldn't be writ-
ing) and leave it at that.

» Be polite and professional. You may
he a comedian with your friends, but a
potential employer should be treated
with respect.

» Be efficient. Don’t waste space {and
the reader's thme) on unnecessary

details, Respect the empleyer's time ~
make sure every sentence has some-
thing to do with explaining your
interest in the company. ilfustrating
how you'll fll the company's needs,
ane how youll contact the company
in the near future.

a Type your letter, but beware of the
dangers of word processing. if you
send a similar letter to several com-
panies, make sure that you change
all customnized statements accord-
ingly; no company wants to read
hew much you'd like to work for
their competitor. Carefuily read each
letter before you sign it.

« Be available. Rememiber to tell the
employer how to reach you. Give a
phone number which wii be reliably
answered by either @ person or an
apswering machine. If  possible,
include an e-mail address.

« Do not leave the balf in the employ-
er's court. Indicate what reaction you
expect from your letter and how you
will foltow up. For example, don't end
with " ook forward to hearing from
you soon.”

» Proofread, Check carefully for gram-
mar and spelling mistakes, then check
again. Typos and grammatical errors
say a lot about the kind of work you
de. Don't depend entirely on the spell-
check function of your word proces-

sor; if you use "there” for "theit” for
example, spell-check won't notice,
Keep 2 dictionary handy for proper
word usage and consult a style manu-
al for grammar questions.

e Sign it if you forget this, the
ewployer may feel like you've sent a
form letter.

» Package it nicely. Print your resusne
and cover letter on the same paper
stock; the uniformity will look profes-
sional. Use only printers that produce
neat, readable text with no stray
marks or smudges. Jf possible, avoid
using a dot-matrix printer or a manuat
type writer.

« Keep one for yourself, Make a copy
of each letter sent, and keep it for
future reference,



t. Using the information under
"Formatting,” create a template
for your cover Ietter. ¥his can be
done on a computer or, il neces-
sary, by hand. Just block out the
appropeiate spaces on hotebook
paper.  Gather any information
you will need for youy cover letter,
eg., the addressee’s name,
address, etc.

2. Read the section entitled "Writing
Tips.” With the tips in mind, take a
stab at composing your own cover
letter. Remember, keep your letter
short; it should be two, or at most,
three paragraphs. Make every
sentence count, Then, type or
rewtite your draft so that it will e
easy for others tp read.

3. Find three or four other people
with whom you would like to

§.

Handbeok courtesy of the CareerBuilder Networle

HI & IV — Activity

work. Assign each group member
two or three of the foliowing
"Writing Tips": Be natoral; Be spe-
cific and get to the point; Avoid
cliches; Be positive; Be confident
hut not arrogant; Be polite and
professional; Be efficient; Don't
leave the ball in the employer's
court; and Proofread (i.e, spelling,
gramnar, punctuation). Fach per-
son in your group will read and
checl the cover letters of all
group members only for the par-
ticular #tems he or she has been
asstgned. In other words, if you
are checking letrers for efficiency
and confidence, don't lock for
spelling errors. Do, hewever, write
your comiments and suggestions
neatly on each letter. (Make sure
you reread the "Writing Tips™ for
which you are responsible, before
beginning the proofing process.)

4. After all the letters of each group
member have made the rounds,
read the comments on your own
fetter. Then, begin to edit and
rewrite your cover ferter,

L

. When your final draft is complete
and typed, print it out on nice
papey, and grace it with your John
Hancock, View the final copies of
your groupmates letters. As a
group, select the letter that you
think would make the best impres-
sion on a potential employer and
share it with your other dassinates,
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V -~ What The Experts

"... you need to make it easy lor the
employer to buy. You need te clearly
state when you will be available to
falk to the employer. Be specific:
give telephone numbers where you
can be teached both at work and off
work. You coudd have a tremendous
background and see yourself very
well, but if the employer ca’t reach
you, everything could be lost.”

- Lola M, Coxford, Resurme Writing
Made Easy for High-Tech

"Because you can use your cover let-
ter to highlight certain aspects of
your resume, the same resume can
be used to pursue different job
opportanities. The beauty of the
cover letter is that you can gear it to
each particufar company that is the
recipient of your reswine by stressing
your most impertant qualification.”

- Adele Lewis, The Best Resumne for
Scientists and Engineers

"A resume without a cover letter is
like an unannounced salesperson
showing up at your door. If you are

going to let in a perfect stranger, you
at teast want to see thedr credentials.
This s exactly what a cover letter
does - it introduces you, a total
stranger, to the reader ¥ must be
compeliing, personable, and brief. it
needs fo specifically relate to ‘the
position in question. Reiember you
only have eight seconds to convince
the reader to invite you in."

Rarbara B. Vinitsky and Janice Y.
Benjamin, How to Become Happily
Employed

"No cover letter should carry the
salutation: "To whom it may con-
cern. 1t will concern no one if you
don't personalize it. The strest way
o got the information is to find the
name in trade journals or in The
Standard & Popr's Register, The Dun
& Bradstreet Directory, or other
directories. Failing all that, call the
compary and ask for the name of the
appropriate persan.”

- Kenneth and Sheryl Dawson, Job
Search, The Total System

Say

"If there is a catch-22 situation in job
hunting, it invelves the cover letter.
Even in situations where it is not
requested, you should attach a cover
letter to your resume. However, a
review of the cover letter is one of
the most commen methods by
which candidates are eliminated
form the process. The cover letter is
rarely anything but a liability, but
yout must include it because its
absenice is worse.”

Jeff B, Speck, Hot Tips, Sneaky
Tricks & Last-[tch Tactics

"Poor grammar, bad punctuation,
and misspelled words suggest that
the applicant is either poorly edu-
cated or simply doesn’t care about
the impression created. The chances
are unwusually high that the employer
is going to forgo reading the accom-
panying reswume and quickly move
on (0 the next job applicant.”

Richard H. Beatty, The Perfect
Cover Letter
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1. Sometimes, reading cover letrers
van be a very humorous experi-
ence. Some folks clearly don't
make the effort to proof their
work. ("I posess superior editing

ills.”} Others send their fetters

in on fluorescent paper. One
human-resource manager
received a letter with a dollar bill
attached - an attempt to “bribhe”
her for an interview! You have
now written your own letter and
have read what the experts think.
Hopelully, you know the "dos™ of
cover-letter writing. Now, it's time
to carve the "dor'ts” into your
brain so that in the future your
cover letter won't land in some-
one's circular fite (trashcan). As an
exercise, write a draft of the worst

=]

V — Activity

cover letter imaginable. Not only
should your letrer he poorly
precfed, it should alse sound
pompous, wordy and unprofes-
sional. Try, however, to make the
letter just good enough - o thar a
person reading it won't be certain
that the letter is a joke.

Trade horrible cover letters with
one of your classmates. Make a Jist
of all the inappropriate aspects of
your partner's letter. Then, imag-
ine that you are a human-
resources manager and have just
received this letter in the mall
Obviously, you have never met the
persen whe sent it Describe in
writing what the characteristics of
the letter tell you about its writer.

In other words, if the letter is slop-
py-looking, what might that say
about jts author?

. Share youwr partmer's letter and

your assessmnent of the writer's
characteristics with classmates.
Nominate one of the letters read
aloud for "Worst Cover Letter of
All ¥ima.”

-Have a good laugh and then

remember: Don't imitate the style
or techniques used in any of the
letters you just heard. Ever!
{Uniess of course, your ambition in
life is to amuse and exasperate hir-
inig professionals across the globe.}

Friday, May 13", 2011 in Mrs. Erfoiison's 37 end 4" Hour Advancad Plecaimant Foglish Lenguags and Cornposifion Classes
Class Hour:

Ten Interviewing Rules

I the current job market, you'd better have your ast together, or you won't stand a chance against
the competition. Check yourself on these ten basic paints before you go on that afl-imporiant interview.

Your Name:

Laok Sharp
Before the interview, selest your outfit.  Depending on the industry and position, set out your best duds and

~check them over for spots and wrinkles. Even if the company has a casuat environmeryt, you do not want fo look fke

you slept in your clothes. Above all, dress Tor confidence. If you feet good, ofhers will respond o you accordingly,

Be on Time — No, Be Early

NEVER arrive fate to an interview. NEVER. allow extra tme to arrive early in the vicinity, allowing for factors
such as bacoming lost. If you are unfamiliar with the area, and do get lost, you will, likely, become very upset (worried
about being fate), and will, consequently, be frazzled, distracted, m:a out-of-s0ts when meeting the A:»m::mé
commites. Plan to enter the buiiding ten to fifteen minutes before the interview.

Po Your Research

Raesearching the company before the imterview and learning as much as possible about its sevices, products,
customers and competition will give you an edge in understanding and addressing the company’s needs. The more
you know abouf the company and what it stands for, the better chance you have of seliing yourself. You also should
find out about the company's culfure (the values, behaviors, beliefs and norms that perrmeate the group) to gain insight
into your potential happiness on the job.

Be Prepared
Bring afong a folder containing several extra copies of your resume, a copy of your references {aven though

you praviously sent these items o the company) paper to take notes, and a pen that is In an easily accessible
location. You should also have questions prepared to ask at the end of the inferview. Please reference the handy
interview take-along checklist, betow.

Show Enthusiasm
A firm handshake and plenty of eys contact demonsirate confidence. Speak distincily in a confident voice,
even though you may feel shaky.

Listen

One of the most neglected inferviewing skills is listening (see below). Make sure you are not only listening, hut
aiso reading between the lines. Sometimes what is not said is just as important as what is said.

Answer the Question Asked
Candidates often do not think about whether or not they actually are answering the questions asked by their
interviewers. Make sure you understand what is being asked, and request furfher clarification if you are unsure.

Provide Specific Examples

Cne specific exampte of your background is worlh ffly vague stories.  Prepare your storles before the
interview. Share examples that highlight your successes and uniqueness. Your past positive behavior can indicate
your future successful performance.

Ask Questions
Many interviewees do not ask gusstions and miss the opportunity o find out valuable information.  Your
questions indicate your interest in the company or fob.

Eollow Up
Whether it's through email or regular malil, the follow-up s one more chance to remind the interviewer of ali the

valuable traits you bring to the job and company. You don't want to miss this last chance to market yourseff,



Interview Take-Along Checklist

It is very important fo appear confident and cool for the interview. One way to do that is to be
prepared to the best of your abifity. There is no way fo predicl exactly what an interview holds, but by
foliowing these impartant rules you will feel less anxious and wili be ready to positively present yourself.

You're interviewing for a job tomorrow, and you think you're prepared: You've got your answers to a
multitude of common interview questiens down and have a few of your own for the interviewer. Your suit is
pressed and ready. Butwhat do you bring (o the interview?

This handy checklist, will help you not forget a thing.

What o Put in Your Briefcase

Your Resume and References: But do not just throw these crucial documents in your bag. Linguists and
psychologists have found that 93 percent of all communication is nonverbal. How you present this information says a
Iot about you.

To that end, it is recommended you purchase an inexpensive two-pocket folder In biue, since this cofor appeals {o both
men and women and conveys a business feel. On the left side, place several copies of your resume, and on the right,
several coples of your letters of recommendalion and reference list  When you arrive af the interview, say, | wanted
to bring an extra copy of my resume - here it is,” and open the folder, turning i around for the interviewer to read,

This is a sign you are open and hanest as well as organized.  The more you show you are prepared, the more you are
showing respect.

Pad and Paper: Taking a few notes during your interview (while being very careful not to stare at your notepad the
whole time) is another sign of respect. It makes them feel you are listening.

Business Card: (If you possass) People either take in information visually, audibly or through touch, The more you
give them to touch, the more real it seams to tham,

Directicns: These lower your anxiely; it's preferable to drive to your interview location in advance and park so you
can see how long # ¥t takes,

Cell Phone: You should leave this bit of modern fife in your car, but if you must take it in the building with you, make
sure it stays turned off {(not on silent or vibrate — OFF) and in your brisfcase; it is a HUGE sign of disrespect to be
terrupted during an interview or give the appearance you'lt be interrupted. Do not even wear it on your belt. Keep it
den.

A Snifle: It may sound sappy, but tis nonverbal clue s an immediate rapport-buildes. Interviewers are often nervous,
foo. In one-sixteenth of a second, we assess whether someone will harm, help or hurl us. A smile immediately tefls
someone that yot're not going o hurt thern.

Company Research: In almost every interview, you'll be asked what you know about the company. To prepare for
this question, Hoovers.com is recommendad. You can aiso check cut comparnies on Monster.com.

100 Potential Interview Questions

While there are as many different possible interview questions as there are interviewers, it always
helps to be ready for anything. So below is a list of 100 potential interview questions. Wili you
face them all? Hopefully no interviewer would be that cruel. Will you face a few? Probably. Will
you be well-served by being ready even if you're not asked these exact questions? Absolutely.

4 Tell me about yourseifl

What are your sirengths?

What are your weaknaesses?

who was your favorite manager and why?

What kind of personality do you work best with and why?

Why do you want this job?

Where would you like to be in your career five years from now?

% Tellme aboul your proudest achievement,

4 Hyouwera at a business lunch and you ordered a rare steak and they brought it to you well done, what would you do?

B
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If | were ta give you this salary you requested but let you write your job description for the next year, what

would it say?
Why is there fuzz on a tennig ball?
How would you go about establishing your eredibility quickly with the team?

There's no righf or wrong answaer, but if you could be anywhere in the world right now. where would you be?

Hew would you fesl about working for someone whe knows less than you?

Was there a person in your career who reafly made & difference?

What's your ideal company?

What attracted you to this company?

What are you most proud of?

What are you looking for in tarms of career development?

What do you look for in terms of culture — structured or entreprensurial?

What do you Hke to do?

Give examples of ideas you've had or implemented.

What are your iifatonyg dreams?

What do you ultimately want to become?

How would you describe your work style?

What king of car do you drive?

Tell me about a time where you had o deal with conffict on the job.

What's the last book you read?

What magazines do you subscribe o7

What would be your ideal working situation?

Why should we hire you?

What did you like least about your last job?

What do you think of your previous boss?

How do you think | rate as an interviewer?

Do you have any quastions for me?

When weré you most satisfied in your job?

What can you do for us that other candidates can't?

What are three positive things your last boss would say about you?

What negative thing would your last boss say about you?

i you were an animal, which one would you want to be?

What salary are you seeking?

What's your salary history?

How do you want to improve yoursell in the next year?

Whal were the résponsibifities of your last position?

Whal do you kKnow about this industry?

What do you know about our company?

How long will if take for you to make a significant contribution?

Are you willing to réfocate?

What was the last project you headed up, and what was its outcome?

What kind of goals would you have in mind if you got this job?

Give me an sxample of a ime that you falt you went abovs and beyond the call of duty af work.
What would you do if you won the lottery?

Can you describe a time when your work was crificized?

Have you ever been on a team where someons was not pulling their own weighi? How did you handle i?
Whal Is your personal mission statement?

Telt me about a time when you had fo give someone difficult feedback. How did you handie i#?
What is your greatest failure, and what did you learn from it?

What krritates you about other peopié, and how d6 you deal with i{?

Whal Is your greatest fear?

Who has impacted you most in your career, and how?

What do you see yourselfl doing within the first 30 days of this job?

What's the most impdrtant thing you've learned in schooi?

What three chiracter traits would your friends use to describe you?

What wili you miss about your prasentiast job?

If you were interviewing someocne for this position, what traits would you took for?
List five words that describe your character,

What is your greatest achisvement oulside of work?

Sell me this pencil
If  ware your supervisor and asked you to do something that you disagreed with, what would you do?
Do you think & leader should be fearad or liked?

What's the most difficult decision you've made in the last two years?




What do you like to do for fun?

Why are you feaving your present job?

Whal do you do in your spare time?

How do you feel about taking no for an answer?

What wasg the most difficult pericd in your life, and how did you deal with it?
What is your favorite memory from childhood?

%  Give me an example of a ime you did somathing wrong. How did you handie it?

+ . Tell me one thing aboul yoursell you wouldn't want me to know.

4 Tef me the differance between good and excaptional.

4 Why did your choose your major?

4 What are the qualities of 2 good leader? A bad leader?

4 \Whal Is your biggest regret, and why?

+  What are three positive character trafts you don’t have?

4 What inflates you about other peopfe, and how do you deal with it?

4 {f you found out your cempany was doing something against the law, ke fraud, what would you do?

<& How many times do a clock's hands overiap in a am;_sﬂ

4 How would you weigh a plane without scales?

% What assigrniment was too difficult for you, and how did you resoive the Issue?

& If | were to ask your last supervisor to provide you additional fraining or exposure, what would she suggest?

4 Ifyou could choose one superhero power, what would i be and why?

4 What's the hest movie you've seen in the last year?

% Deseribe how you would handle a situation if you were required to finish multiple tasks by the end of the day,
and there was no conceivable way that you could finish them.

4 What techniques and tools do you use to keep yourself organized?

& If you coutd get rid of any ane of the US states, which one would you get rid of, and why?

% With vour eyes closed, tell me step-by-step how to tis my shoes. ’

#% if you had to choose one, would you consider yourself & big-picture person or a detail-oriented person?

4 W selected for this posttion, can you describe your strategy for the first 80 days?

% Who are your heroes?

# Tell me 10 ways to use a pencil other than writing.

The Listener Wins

By Michael Furdy, Monster.com Contributing Whiter

A crazy thing about communication in American society is the strange power of the listensr. A song isn't good

unless the listener says it is good; audiences determine music's success. However, it s equally true that we arent
serioys lisieners until we have educated our ears. 1f we don't critically train our listening fastes, we could be a mindless
consumer of whatever the music industry pushes our way with big ad budgets and slick promofions,
As in music, good listening counts in business. Denald Carstensen, vice president for educational services at ACT,
surveyed a group of business leaders about the skills businesses are looking for n new hires. Seventy-three percent
rated Histening an “extremely important” skill. When Carstensen asked business leaders the percentage of high school
grads with good fistening skills, the result was only 19 percent.

Other studies over the past few decades indicate that business leaders consistently rank listening among the
top fve skills they expect employses fo have. Naturally, lislaning s ertical in the business environment where a
mistake in understanding can cost thousands or millions of doflars, or jistening to & customer or employee can make a
preduct better and increase the bottom line.

Good and Peor Listeners

What are the characteristics of good and poor fisteners? A study | conducted of 900 coflage and military
students ages 17 to 70 showed the following tralis of good and poor fisteners (in order of importance).
A mooa listener:

Uses eye coniact appropriately.

Is attentive and aleri io 2 speaker's verbal and nonverbal behavior
Is patient and doesr’t interrupt (walts for the speaker to finish),
Is responsive, using verbal and nonverbal expressions.

Asks quastions in a nonthreatening tone.

Paraphrases, restates or summarizes what the speaker says,
Provides constructive (verbal ar nonverbal} fesdback.

Is smpathic {works 10 understand the speaker}.

Shows interest in the speaker as a person,

Demoenstrates a caring attitude and is willing to listen.

Doesn't critivize, is nonjudgmental.

fs open-minded

o d s o de e = g i

A poor listener:
# Interrupts the speaker (is impatient).
Doeesn't give aye contact {eyes wander).
Iz distracted {fidgeting) and does not pay attention to the speaker.
Is not interested in the speaker (doesn't care, daydreaming).
Gives the speakér litle or no (varbal or nonverbal) feedback.
Changes the subject.
Is iudgmental.
Is closed-minded.
Tatks tco much,
Is self-precccupied.
Gives unwanted advice,
Too busy to iisten.
Similar studies done over the 1ast two decades by Fortune 500 trainers and business consultanis have found
similar results.
Be Active
On the way up the career ladder, your listening skills should improve. Hourly employees may spend 30
percant of their time listening, while managers often spend 60 percent, and executives 75 percent or more. Does
effective listening lead to prometion, or do higher-ups learn fo listen better becayse they must? # s probably a
combination. Essentially, to be more successful, you must be a better listener. Better fistening is also active fistening.
To be an active listener, you must begin with awareness. When do others get angry with you for poor
communication? When do you have problems communicating? How were you listening at these times? It takes guis,
but ask others what you could do to become a better listener. Others see our faults much belter than we do. Leamn
abou! effective listening: Read books, visit the international Ustening Association's Web sfte for tips, or tzke a
workshop or class on éffective listening. Then be sure to Em%nm what you fearn.
Power Listening
Te be a successful fistener, you must also believe that fistening is power. Because our seciely places so much
emphasis on speaking as the way to win friends and influence people, good listeners can quietly have a powerfu! and
subversive impact. You should also remember that speakers have liftle power without listeners. Speakers share their
wisdom and try to persuade, but listeners make meaning of what is heard - they make the uftimate decision to act on
what they hesr.

Michael Purdy is the cosulfior of Lfsfening in Everyday Life

Do You Have Any Questions?

By Carole Martin, Monster.com Contributing Writer

Surprisingly, the most commaon answer to this question is "no." Not only is this the wrong answer,
but it's also a missed opportunity to find out information about the company. It is important for you
to ask questions -- riot just any questions, but those relating to the job, the company and the industry.
Consider this: Two candidates are interviewing for an inside sales position.
Henry asks, " was wondering about benefits, and when they would become effective? Also, what is the yearly
vacation allowance? And, does the company match on the 401k plan?”
Assuming this is the first interview, it is premature to ask about benefits. "What's in it for me?" questions can
be inlerprated as self-centered and a sign of your tack of interest in the job.
The next candidate, Chrls, says, "No, | think you just about covered everything | wanted to know. ¥'m sure
have tmore questions if | get the job."
This s a very passive response that doesn't demonsirate interest or imagination. Once you get the job — if you
get it — may be oo late to ask questions.

It is important to ask questions to learn about the company and the job's challenges. In some cases, the
interviewer will be listening for the types of questions you ask. The best questions will come as a result of your
listening to what is asked during the inferview.

A good response to the interviewer asking, "Do you have any questions?" would be: "Yes, | do. From what
you've been asking during the intervigw, it sounds like you have a problem with customer retention. Can you tefime a
litthe more aboul the current situation and what the first chalienges would be for the new person?”

This answer shows inferest in what the probiem is and how you could be the possible solution. 1t is also an
opportunity ic get a sense of whal will be expected.

Be Prepared

What information do you need to decide whether to work at this company? Make a list of at feast 10 questions

to take with you to the interview. Depending on who Is interviewing you, your guestions should vary.




if you are interviewing with the hiring manager, ask questions about the job, the desired qualities and the

chailenges.

%

If you are interviewing with the human resources manager, ask about the company and the department.

e
A

If you are interviewing with management, ask about the industry and future projections. This is your chance to

demonstrate your industry knowledge.

Timing is Important

You will have to use your judgment ghout the number of questions ycu ask and when {0 ask them. Think of

this as a conversation. There will be an appropriate time to ask ceriain types of questions, like those abouf benefits
and vacation. To be on the safe side, it is hest o concentrate on questions about the job's responsibilities and how you

fit the position until you get the actual offer.

When you begin to think of the interview as a two-way process, you will ses it is important for you to find out as
much as possible about the company. Questions will give you the opportunity to find out if this is a good place for you

to work before you say "Yes.”
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Gmm%mw that get you hired

These e.%%m_,_..o:m will exparience more growth through 2016 than any others.

Your Name:

Information on the following eight careers is bazed on current projections by the U.5. Bureau
of Labor Statistics (BLS), whose data indicates that these occupations will experience more growih
than any others through 2016. Spend the next four years preparing for one of the following
professions, and your job search could be a breeze.

Computer Software Endineer

tnterested in math and computers? llearn to design, develop, test, and evaluate compuler software and
systems. .

Get the Degrea’ A program in software engingering or computer science can help you leamn the networking and
pregramming basics o hold your own in this high-tech career, .

Happily Ever Alter: BLS expeacts 2 whapping 325,000 new jobs for computer software enginests through 2018
Better still, the 2006 medisn wages for these 1T gurus ranged between $79,780 and $85,370, depending on field
of speciaiization.

Accountant

Tax season may be over, but the dernand for numbar crunching geniuses in this field should tast for years

Get the Degree: Study accouniing or business to prepare for a career as an accountant.

Heppily Ever After: Employiment of accountants and auditors is expected to grow to the tune of 226,000 new
jobs, and median annual earrings in this field were $54,630 in 2006

Elemeniary Teacher

Consider the potential perks of a caresr in teaching: a pet gerb# in your ‘office,’ mandalory recess every day,
and af least twenty chiidren who think you're cool,

Get the Degres: Get your bachelor's degree from an accredited teacher education program, in which you learn
how 1o plan & curriculum and manage a classroom.

Happily Ever Affor: Between 2008 and 2016, the nead for efernantary teachers will increase by 209,600, You
prubably won't gef tich as a teacher but the summer vacafions may be worth more than a six-ligure salary.

Personal Financial Advisor
Learn the ins and outs of tex faws, insurance, and investments o help vour clients plan for retirement and
finance their children's educations.

Get the Degree. Because this profession requires skills in a range of subject matters, choose from degree
programs in acceunting, finance, economics, business, mathenatics, or law to help prepare you for a job.
Happily Ever Affer: The BLS expects a need for 72,000 new personal financial advisors {hrough 2018; median

earnings were $86 120 in 2006,

Market Ressarch Analyst

Get inside the brains of consumers %o help companies markel their products using tools such as Intemet and
telephone surveys,

Get the Dagras: Whether you get your degree in business, markeling, or psychology, make sure to follow & well-
roynded course of study that incudes mathamatics, statistics, and economics,

Happily Ever Affer. Nearly 50,000 new markst research analyst positions should become available between
2006 and 2016, with 2006 median annual wages of $58,820.

Computer Systems Analyst .

Keeping current with the ever-changing wordd of information technolegy, computer systems analysis heip
businesses and organizations find the right technologies to meet their needs,

Get the Degrae: Analysts aspiting lo work in the business world should get a degree in maragement information
syslens, :

Happily Ever After: A growing dependence on eCominerce and Internet technologies 1s expected to lead to
almest 150,000 pew jobs for computer systems analysts. Starting offers for graduates s this field were close to

$50,000 in 2006,




Seeurities, Cormmodities, Financial Setvices Sales Agents

Watch out Wall Sireetl A career as a stock broker or investment banker can offer a fast-paced, infense work
environment with the potential for financial rewards.

Gel the Degree: A degree in finance, economics, business, or accounting provides the best preparation for 3 job
in this field.

Happily Ever After: Nearty 80,000 new jobs are expected through 2016. Play your cards right and you could be
eamning six figuras within a few years of graduation.

Einancial Analyst

Put your math skills to the test in this profession, working for banks, insurance companies, or securities firms to
improve their bottom lina.

Get the Degree. Choose from a bachelor's degree in finance, business administration, accounting, stafistics, or
economics to prepare for the rigors of this carear,

Happily Ever After: Accerding to BLS data, 75,000 new financial analysts will be hired between 2006 and 20186,
and the median salary in 2008 was $66,580.

Cover Letter Writing Tips

Cover Letters ars Necessary!

Cover lelters are simply a letter of intraduction. In these lstters you are explaining who you are and why
you are writing to the resume reader. Cover letlers are not, therefore, resumes. You already have one of those.
Cover letlers should contain information not already apparent in your resume. It is a matter of courtesy that you
introduce yourself when you are requesting somelhing of them, in this case an interview.

What Instances Require a Cover Letler?

If you are not shaking hands with the hiring decision maker and infreducing yourself, then you need a
cover letter to introduce you. I you are shaking hands with the hiring manager, you are introducing yourself
verbally and requesting an interview. In this case, hand them your resume without & cover letter.

On the other hand, if you are sending a resume by mall, if you give your resume to a friend to hand in,
or if you feave your resume with the hiring manager's secretary then you are not shaking the biring manager's
hand and you need to have a cover letter enclosed with your resume.

Cover Letters Should Be Brief and Simpie

Hizring managers only glance al cover letters. They have 50+ resumes to read, out of which they will
select a few candidates for interviews. Lefters shoudd be three to four paragraphs.

Many people provide lengthy autobiographies in the cover letter. They regurgitale their resume and
then some. This is & waste of the writer's and reader’s tima.

Cover [efter Content

Address these four topics in a succinet manner and the hiring manager will be grateful:
1} For what position are you applying?

23 How did you learn of the position or company?

3} Why are you perfect for the pos|
4} Who will contact who?

You should cover numbers one and two in the first paragraph and a paragraph each for three and four.

100 Most Often Mispronounced Words and Phrases

_,mm.u nmg Mn@mﬁmm has provided a one-stop cure for the plague of misspelling, here are the 100

words most 6ften mispronounced English words (“rmisproaunciation” among them). There are

spelling rules 1 English everi if they are difficult to understand, sg pronbuncing a word correctly .
usually does help you spelt it correctly. Sevaral common errors are the result of rapid speech, so take-
your time speaking, corredtly enunciating esach word, Cargfiel speech and avid reading are the best

guides to correct spelling,

Don't say Do Say Comment

A

acrossed across It Is easy {o confuse "across” with
"crassed” but better to keep them
SEHErARS, ]

affidavid  a€fi Eveén if ybur lawyer's name is "David,"

Hé issiids Affidavits.

Old-timar's Alzheimer's While it is 5 disease of old-tmers, it is

disedse disease ridrtied for the Gerian neurologist, Or.

) Alois Alzheimer.

Antartic Anfdretic  Just think of an arc of ants (an ant arc)
and that should help you keep the {c] in
the pronunciation of this word.

Artic Arctic Another hard-to-see [c]¥but it i there,

aks ask Thisg pronunciation has been around

for 50 loiig (over 1,600 <mm_mu thait
tifigetst Mark Aroncff EHisls wé should
cherish it as a part of our linguistic
heritage. Most of us s_aca give the axe

tg "aks."

athelete,  athlets, Two syliables are enough for "athlete.”

athetetic  athletic

B

barbituate barbiturate DERt forget this word contains thras others:
bar+bit+u+rate

bob wire barbed wire No, this word wasn't ivamed for anyone named “Bob;" it

: sheld be "harbied wire," although the Suffix Bed,

ineanting “having;,” is Eu g _dway in Hie .S,

bidnass higiness The change of [s] to {d] before {n] is spreading

threughout the US and when the uriaccertéd (1] drops

from this word the [$] finds itSelf in z_m sane
environment as in "isp't" and "wasn't."

a blessing in the a Emmm.:m in
skies

This phrase is no blessing if it comes from the skies.
{Pronounce it correctly and help malntain the disguise.)

Calvary Pﬁ.@ﬂ
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It isn't clear why we say, "Mind your Ps and Qs” when
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wWeE jaye finn e C.:._:\ﬂ:.vq -f«uﬂtu:C P Wik VL By iU 0y,
Had there been a cavalry in Jesus' time, perhaps Calvary
would not have been so tragic,

cannidate candidate You aren’t being canny to drop the [d] in this word.
Remember, it ts the sarie as "candy date.” (This should
help guys semémber how 1o prepare for dates, tog,}
card shark cardsharp Cardsharps probably won't eat you alive, though they
. arg adept at culting your purse strings.
Carpooi tunne} Carj unnet This ané is mispronounced (and misspefled) severat
syndrorie syndrome differdnt ways; we just picked the furinlest, Carpal
. means “perfaining to the wrist.” =
cacaphony cacophony There i3 no greater cacophony [kae'kaféni] to the ears

than to héar the vowels switched In the pronunciation of
this word,

The Caucagses

The Caucasus

>_§c:u:..§muw are more than one mountain in this
chain, thelr name s not & phurdl isaun.

chester drawers

The drawers 0f Chester is a typical way of fooking at
these chests down South but It mlsses the polit,

chomp at the bit

champ 2t the hijt

"Chomp" has probably replaced "champ” in the U.S, but
we thought you eight like to be reminded that the
vowel should be [2] not o]

close clotheés The [th] is a very soft sound likely to be overlooked,
Show <o:ﬂ {inGuistic sensitivity and always prenounce
It

coronet comet Emi:a a Srown {coronet) will make you about as

popular 45 wearing a trsmpet {comet} on your
headXreason enough to Keep these two words straight.

D

dialate The [i] tn this word s so long there is time for another
vowel but don'y succumb fo the temptation,

diptheria aria The “ph'! irt this word is pronounced [f], not [pl.

doggy dog world dog-eat-dog world  The world is even worse than you think if you think it
merely a "deggy-dog world.” Sotry to be the bearer of
such-biad news,

drownd drown You add the [d] only to the past tense and past
participle,

E

electoral e'lectorat The accent IS on the second, not the third, syflable and
there is no [i] in itfinot "electorial.” (By the way, the
sarne applles to "mayoral” and "pastoral,”)

excape escaps The good news is; if you say "excape,” you've mastered
the prefix ex- because ifs meaning does fif #his word,

. The bad news s, you dan't use this preflx on "escapa.”

expresso espresso While I can't express my tove for espresso enough, this
word was borrowed from Itadian well after the Latin
prafix ex- had developed Into as-,

excetera 8t cetera Latin for "and” {et) "the rest” {cetera) are actuatly two
woeds that gobably should be written separatel _

expecially especially Things especial are usually not expected, so don't

confuse these words,
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F

Febyuary

Eebruary

We don't fike two sytlables in succession with an [r] so
some of us dump the first one in this word, Most
dictlonaries ow accept the single [¢] pronenciation but,
If you have &n agile Smm:m. <a: may want to shoot for
the ariginal: -

fedral

Synicopation of an ::mnom:mmnm <c§mw is fairly common in
rapid speech but.In careful speech it should be avoided.
Sea also "nlute” and read more about the problem here.

CE

We also do nat Jike the combination [1] + imj. One
sotution is b pronourice the [I] as {w] {"fitm” {Gwm},
"patm” mums.:_: but sofne prefar m%_zm a vowel in this
worgd.

fisical

figcal

In fact, we dor't saem 6 Tke mE.. conpsgnanis Samzdm_‘
Here Is another word, tke athilete and filsn that is often

_forced to swallow an ::ém;ﬁn vowel,

mcc:mmw

founder

Since it is unlikely that a boat would fotinder sm a
flounder, we shoild distinguish the verb from the fish
as speiling suggests.

foilage

foliage

Here is another case of Bmammdammw. Emamgmi_nn:.:u of
sounds. Remeniber, the [i] comes after the [I3, as in
rélatéd "folld,

For aill intensive
puUrposes

For all intents and

BUTROSas

The younger @msmwmn,os _m ﬁ_mnazoc:n_:m this phrasa
$¢ inténsively that it Bas become popular both as a
3_%335_0_%0: and, misspélling.

forte

fory

The word is spelled "forte” but the [&] is Eo:o::nma
only when speaking of music, as 4 "forte passage.” The
words for a strong point and a stranghold are
propounced the same: [fort],

H

Heineken remover

Heiptich maneuver
{6r manceuvre, Br.)

This term s mispronounced many different ways, This is
just the funniest one we have heard, This maneuver
(manoeuvre) was named for US surgeon Henry Jay
Helmllch (1920~ ).

heighth

height

The analogy with "width” riisieads miany of us in the
pronunciation of this word.

¥

erb

herb

Does, "My friend Harb grows 'erbs,” sound right to you?
This is a US oddity generated by the mefting pot (mixed
dialects). Initial [h] Is always pronounced outside
America and shouid be in all dialects of English.

hi-archy

hierarchy

Remeriber, hierarchies go higher than you might think.
This one is prenounced "higher archy” and not "high
archy.”

1

in parenthesls

in parentheses

Mo one can enclose an expression In one parenthesis: at
least two parentheses are required,

interpretate

interpret

‘This error results from the back-formation of
"interpretate” from "interpretation,” But back formation

Isn't needed; we already have "laterpret.” {See also

22727609 10049 AM
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‘orientate’}

irregardless

"-Less" already says "without” so there is no need to
feépeat the sare sentiment with "i-."

fdn't

Again, the struggle of {s] before [n]. (See also

"hidness” and "wadn't")

3

ewiary

jewelry

The root of this word is "jewel" and that doesn't change
for either "jeweler” or "jewelry.” The British add a
syllable: "jewellery” {See also its saeiling,)

jist nor dis

just

As opposed to the adjective "just,” this word is always
unaccented, which encourages vowel reduction,
However, it sounds better to reduce the [&] rather than -
replace it with [il.

K

Kiu Kiux Klan

Weli, there is an [1] in the other twoe, why not the first?
Well, that is just the way it is; don't expect rationality
fram this arganization,

L

lambast fambaste Better to lambaste the 1amib than o basta
him#iremerber, the words rhyme. "Bast" has nothing to
do with it.

larnyx larynx More metathests. Here the [n] and [y] switch places.

Mind your [r]s and [y]s as you mind your [p]s and
fqls.

Laura Norder

iaw and grder

The sound {aw] Enxm up an [r] in some dislects (also
"sawr" and "gnawr"), Avoid it and keep Laura Norder In

fer m ace.,

leash

lease

Southern >5mznm;w are partictiarly liable to confuse
thase two distinct words but the confusion occurs
elsevwhere, Look out for it,

kel

liable

You are fiabke for the damages it yau are successhully
sued for libel, But don’t confuse these distrete words.

libasry

Library

As mentioned b . English spedkers dislike twa [r]8
in the same s.ca :oémz.ms we have to buck up and
prondunce thers afi,

{ong-#ived

long:-lived

2lways used: 'short-lived,” “rrainy-fved " iriple-tived.”

This compadund is ot derlved from "o live Enm?: ?cm
can’t say that) but from "héving 2 long life” and should
be pronounced accordingly. The plural stem, Hve(s}, is

M

masonary

masonyy

We have beer told that masons are most likely to insert
a spare vawel Iso this word destribing their occupation
but we know others do, too. Don't vou,

Thic suned har amk mamseAd Fae aosainh aesiies fraen B e i
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fo assume an English pronunciation, [mawv], and
should stitl be prongunced [mowv].

wannaise

mavonnaise

Ever ,.aa:amw E_E the short form of a word pronounced
"mannaise” fs "mayo™? Well; it Is bécalise the originat
should k¢ pronounced "mayd-nnaise.” Just remember:
what would mayonnaise be without "mayo”?

misiture

Here is anotheér word frequentty syncopated. Don't leave
out the third syllable, [a].

riute

The définition of "moot” is moot ?nmu to debate) but LT
not the pronunciation: [mut] and not {oyut].

mis'chievois

1t would be mischieveus of mie not to point out the
frequent misplacément of the accept on this word,
Remember, t is accented the samé as rmischief. Look
out for the order of the [i] and {e] in the spelling,
too¥and don't add another Tw in wrm m:u_mm (not
mischigviolis},

N

nother

other

Misanalysis is a common type of speech error based on
the misperception of whera to draw thie line between
components of a word cf phrase. "A s.z_zm nother”
comes from nisanalyzing "an other” ds "a nother.” Not
good. Not good.

rucutar

nuciear

The British and >:m¢m:m:m find the American repetition
af the [u] between the [k} and [}] guaindy amusing.
Goed reason 10 get It right,

naptual

uptial

Many speakers in the US add a spurious [«] te this
word, tto. It shouid be pronounced [népchél], not or
indpchudl],

aoften

We have mastered the spefting of this ward sc well, its
speliing influences the pronunciation: DON'T pronounce
the [t]! This is an excéption o the sule that speiling
_._m_uw pronunciatior,

ordinance

You midy Have © use drdnatice to enforce an crdindsice
but you should not pronounce the words the same.

crientate

Ancther pointless back-formation. We don't need thig
misprohlinciation from "orlentation” when we already
have "orient.” (See also "interpretate™)

ostensively

Be sure to keep yous suffixes straight on this one,

Ostraya This pronunciation particularly bothers Australlans
themgatvey, most of whor can manage the H: n__.:am
egslly, thank you.

P

parlament pariament Although some dictionaries have given up on it, there
should bie a [yl after [13: [pahr-lyé-mént]

perculate  percolate Pronouncing this word as "perculate” is quite peculiar,

{Also, remember that it means "diip down™ pot "up,™}
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pottable potable The adjective meaning "drinkable” rhymes with
"floatable” and is not to be confused with the one that
means "capable of being potted.”

perogative prerogative Even in dialects where {r] does not always trade places

with the preceding vowel (as the Texan pronanciations
"differnce,” "vetern,” etc.), the {r] in this prefix often
gels switched.

perscription

Sartie as above. It is possible that we simiply corfuse
"pre-" and "per-" since both are legitimate prefixes.

persnickety

You may think us too pernickety to even mention this
one. It is & Scotlish nonce word to which U.S. speakers
have added g spuricus Is].

preemptory

The ofd pre-/per- problem. Do not confuse this word
with "preemptive;" the prefix bere is psr-,

prespire

"Per-" has become such a regutar mispronunciation of
"pre-" many people now corract themselves whera they
don't need to.

plute

Tis one, fike "plice” [polics], sposé [suppose], and
othérs, na_:_:o:_< result from rapid speech syncope, the
oss om unactented vowels, Just be sure you pronounce
the vowel when you are speaking stowly. Read here for

more an the probieny,

(probly, prolly)

Hapiofogy is the dropping of one of two identical
syllables such as the [ob] and [ab] in this word, usually
the resuit of fast speech. Slow down and pronounce the
whole word for mandmam clarity and to reduce your
chances of misspeling the word,

proncunciation

K nciakion

Just as "misspéliing” is among the most commonly
misspelited words, "pronunciation” is among the most
caimmenly misproncunced words. Fitting, ng?

prostrate prostate Though a paln in the prostate may leave a man
prostrate, the gland contalns no {v].

R

realator realtor As you avoid the extra vowel In "masonry,” remember
to do the same for "realtor,” the guy wha sells what the

. masén creates,
revalant retevant Her# Is another word thiat seems to invité Bmwmnmmw.m..
regccur recur You den't have 1o Invent a new wortd from "ocour.” We
) already have a verb "recur” that does the trick.

respite respite Despite the spelling similarity, this word doas not
rhiyine with despite; it is pronounded [‘re-spit}. Give
youiself a uaq:&mmzm respite from mispronduncing it.

)

sherbert sherbet Some of w:m same people who do :c» ke bwo [r]s in

~ . their words can't helg repeating the orne in this word,

stiicone silicon Silicon is the material they make computer chips from
Bt waumm:nm ard fiade of silicone.

snuck sneaked I doubt wa will get "snuck™ out of the _mzm:mnw any time
sagn but here is a réeminder thak it réally isn’'t & word,

sose S0 The phrase "s50 as” has been rediced to a single word

"emen® mean uwrthar i le ank rallod fne "Qren ¥ ran as?

2272000 10:49 AM
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AL v TR 1 13 ERUL WUUASE T, I ke Y
should be stinply "so I €an go." By the way, the same
applies to atls, as In "Alls 1 want is to never hear ‘alls’

agaln.”

You €an :.m,..m your aou mﬂm«.mq but so 3:@ as m:m isa

spade
e spay good dog, please don't wvmnm her,

Spittisig irviage spit and image The very spit of Soréons 1§ ar exact likeness. "The spit
and image” or "spit image” &mphasizes thi exacthess,

stob stub 1 some w&mm the vowal in s word lias shid a bit 1o
far back In the mouth. Don't choke on it

stornp stamp Starnps are so talled because they were originally
stamped (not stomped) on a letter, You stamp your feet,
16g.

suit syjte 1f you dop't wear it (& suit Isut]), then it is a suite
[sweet], as in & living room suite or d §ijite of rdoms.

supposably suiposedly Adding By to participles Is rirely ﬁomm_v_m S¢ 50Mme

: people try 1o avold it m_sumﬂ._mn. You nmn 't avoid it wmqm.

supremist supremacist This word is derived from "supremacy,” not "supreme.”
A sugremist would be someone who tonsiders himself
supreme. You know Ehere i5 no one like that,

T

tact tachk if m,_zam are nat going your, way, do not fose your

tactfthat would be tactessibut také a different tack.

take for granite

take for granted

We do tend to take granite fof granted, It is so
ubiquitous, BE that, of cotirse, 1s ok the point,

tenant tenst A tepnant Is a renter who may not hold a tenet (a
doctiine.or dogmay. .

terdarhooks tenterhooks Tenters are frames for stretching cloth while it dries.
Hanging on tentérhodks might leave you tender but that
doesn't change the pronunéiatiorn of the word,

Tigjuand Tiiuana Why make Spanish words moré difficult than théy

alréady are? Just thrée syilables here, thank yott, .

triathalon riathion We don't Hike [th] and [1] togsther; 50 some of us insert
a spare <o§w_ -Pronounce it right, spell it right: :

U

upmost ufmost Whilé this word does indicate that efferts are up, the
word 15 "utniost,” a historjcal variation of "outmost.”

v

verbage verbiage Here s another ward that loses its [i] in speech.
Pronouncing it cofrecty will help you speli It correcty,

volumptuous yoluptuous Some voluptudus women may be fumpy, bt please
aveid this Freudian slip that apprises them of it

W

wadsn't wasn’t ﬂ_:mn ﬁmmi‘ [s] before [n] again. See "bidness” and
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"idn't.”

ways WY "I have a ways to go” should be "I have a way to go.”
The article "a" does not fit well with a plural,

wel ket in the Northeastern US the sound [hw], spelleg "wh," is

vanishing and these two words are pronounced the
same. Elsewhere theyv should be distinguished.

A

yoke wokl Another dialectal change we probably should not call an
error: [{] becomes [w] or [u] when not followed by a
vowel. Some people just confuse these two words,
though, That should be avoided,

zZuclogy zooloay Actualiy, we should say [zo], not [zu], when we go o
the zoo but we'll let that pass. The discipline, however,
must be oroncunced [zo-'ah-luh-gee].
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