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THE RELATIONSHIP BETWEEN THE PREPARATION AND THE USE

OF APPLICATION LETTERS AND DATA SHEETS

CHAPTER I  

THE PROBLEM 

I n t r o d u c t i o n

I n  y e a r s  p a s t ,  m anagers o f  com panies co u ld  q u i t e  e a s i l y  t a l k  p e r ­

s o n a l l y  each  day w i th  a l l  t h e i r  em ployees .  A ls o ,  th e y  c o u ld ,  and u s u a l l y  

d id ,  t a l k  p e r s o n a l l y  w iü i  each  a p p l i c a n t  f o r  a p o s i t i o n  w i th o u t  h i s  f i r s t  

hav ing  made some ty p e  o f  w r i t t e n  c o n t a c t  w i th  th e  company. Of c o u r s e ,  a 

s i g n i f i c a n t  number o f  b u s in e s s e s  a r e  s t i l l  s m a l l  enough f o r  such  i n f o i ^  

m a l i t y  to  e x i s t ;  b u t  many o th e r  b u s in e s s e s  a r e  so l a r g e  t h a t  th e  com­

m u n ic a t io n  gap between management and w orkers  i s  becoming i n c r e a s i n g l y  

w id e r .

Such f a c t o r s  a s  th e  d i v e r s i t y  o f  g e o g ra p h ic a l  l o c a t i o n s  o f  a p p l i ­

c a n t s  f o r  p o s i t i o n s  and th e  l a r g e  numbers o f  a p p l i c a n t s  t h a t  b u s in e s s e s  

must c o n s id e r  a r e  c a u s in g  many b u s in e s s e s  to  p la c e  more an d  more r e l i a n c e  

upon v a r io u s  ty p e s  o f  in s t r u m e n ts  and t e c h n iq u e s  i n  t h e i r  e v a l u a t i o n  o f  

a p p l i c a n t s  f o r  th e s e  p o s i t i o n s .  A long w ith  th e  a p p l i c a t i o n  b la n k ,  th e  

p e r s o n a l  i n t e r v ie w ,  and v a r io u s  k in d s  o f  t e s t s ,  th e  a p p l i c a t i o n  l e t t e r  

and th e  d a t a  s h e e t  a p p ea r  to  be t a k in g  on g r e a t e r  s i g n i f i c a n c e  i n  th e  

i n i t i a l  employment o f  p e o p le .
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A cco rd in g  to  b u s in e s s  w r i t i n g  l i t e r a t u r e ,  p e r s o n n e l  men u se  th e  

a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t  e x t e n s i v e l y  i n  h e l p in g  them to  de­

c id e  w h e th e r  t h e  a p p l i c a n t s  p o s s e s s  t h e  needed  q u a l i f i c a t i o n s ,  such  a s  

a p p r o p r i a t e  e d u c a t io n ,  work e x p e r i e n c e ,  and  p e r s o n a l  a t t r i b u t e s ,  t o  m eet 

th e  r e q u i r e m e n t s  o f  th e  p o s i t i o n s  t h a t  t h e y  a r e  s e e k in g .  The comments 

t h a t  a p p l i c a n t s  make a b o u t  t h e i r  q u a l i f i c a t i o n s  i n  t h e s e  two in s t r u m e n t s  

and th e  manner i n  w hich t h e i r  comments a r e  made a r e  o f  v a lu e  t o  t h e  p e r ­

s o n n e l  men i n  t h e i r  e v a l u a t i n g  th e  a p p l i c a n t s  f o r  th e  p o s i t i o n s .  W hether 

th e  p r o s p e c t i v e  em p loyer  b e l i e v e s  t h a t  th e  a p p l i c a n t  i s  w orthy  o f  h i s  

t a k i n g  the  t im e  to  i n t e r v i e w  depends a lm o s t  c o m p le te ly  upon th e  im p re s ­

s io n  t h a t  th e  a p p l i c a n t ' s  w r i t t e n  a p p l i c a t i o n  m ak es ,^

Z. D, Wood, m anager  o f  employment s e r v i c e s ,  G e n e ra l  E l e c t r i c  Com­

pany , R ic h la n d ,  W ash in g to n ,  s t a t e d  th e  f o l l o w i n g :

O ften  th e  resume ^ s e d  h e re  i n t e r c h a n g e a b ly  w i th  " d a t a  sh e e t ' j j  o r  
a p p l i c a t i o n  l e t t e r ,  i s  th e  f i r s t  im p r e s s io n  t h a t  a n  em ployer r e c e i v e s  
o f  a p r o s p e c t i v e  employment c a n d id a te ,  and  a s  su ch ,  can be e x t re m e ly  
im p o r ta n t ,  b o th  i n  s e e k in g  a jo b  i n t e r v i e w  and  i n  p r o v id in g  p a r t  o f  
th e  b a s i s  f o r  s e l e c t i o n  o f  one c a n d id a te  o v e r  a n o t h e r , ^

P lac em en t  d i r e c t o r s  i n  c o l l e g e s  and u n i v e r s i t i e s  o v e r  th e  c o u n t r y  

have f o r  many y e a r s  em phasized  t h a t  th e  a p p l i c a t i o n  l e t t e r  and th e  d a t a  

s h e e t  a r e  two v e r y  h e l p f u l  in s t r u m e n ts  t o  be u s e d  by s t u d e n t s  i n  t h e i r  

a t t e m p t s  to  g a in  employment. C h e s te r  E , P e t e r s ,  d i r e c t o r  of p la c e m e n t  a t  

K ansas  S t a t e  U n i v e r s i t y  and  im m ediate  p a s t  p r e s i d e n t  o f  The C o lle g e  P l a c e ­

m ent C o u n c i l ,  I n c . , i n  a n  a r t i c l e  i n  1959, s t r e s s e d  th e  im p o r ta n c e  o f  th e

^R obert R, A u m e r ,  E f f e c t i v e  Communication i n  B u s in e s s  ( 4 t h  e d .  ; 
C i n c i n n a t i :  S o u th -W es te rn  P u b l i s h i n g  Company, 1 9 5 8 ) ,  p .  237,

Q
L e t t e r  to  D av id  V. S m ith , C o lle g e  o f  B u s in e s s  A d m i n i s t r a t i o n ,  

U n i v e r s i t y  o f  Oklahoma, Norman, from Z, D, Wood, M anager o f  Employment 
S e r v i c e s ,  G en e ra l  E l e c t r i c  Company, R ic h la n d ,  W ash in g to n ,  May 20 , 1964,
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a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t .  He s t a t e d ,  " ,  , , th e  c a p a c i t y  

t o  w r i t e  an  i n t e r e s t i n g  and e f f e c t i v e  l e t t e r  o f  a p p l i c a t i o n  i s  e x t re m e ly  

im p o r ta n t  i n  th e  j o b - g e t t i n g  p r o c e s s .

A lthough  much i n s t r u c t i o n a l  m a t e r i a l  has  been p u b l i s h e d  a b o u t  th e  

a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t ,  no s u b s t a n t i a l  a t t e m p t s  have been  

made t o  d e te rm in e  w h e th e r  i n s t r u c t i o n a l  i d e a s  a c t u a l l y  r e l a t e  w e l l  w i th  

th e  u s e  o f  th e s e  p a r t i c u l a r  m edia o f  com m unication i n  b u s in e s s  f i r m s .

S ta te m e n t  o f  th e  P rob lem

The p rob lem  o f  t h i s  s tu d y  was t o  s y n th e s iz e  a u t h o r i t a t i v e  i n s t r u c ­

t i o n a l  and u t i l i z a t i o n  id e a s  ( t h e o r y  v e r s u s  p r a c t i c e )  a b o u t  t h e  p r e p a r a ­

t i o n  o f  a p p l i c a t i o n  l e t t e r s  and d a t a  s h e e t s  and to  fo rm u la te  s u g g e s t io n s  

f o r  th e  improvement o f  th e  i n s t r u c t i o n a l  c o n t e n t  and emphases i n  th e  

t e a c h in g  i n  c o l l e g e s  and  u n i v e r s i t i e s  o f  t h i s  im p o r ta n t  a s p e c t  o f  com­

m u n ic a t io n .

The p r im a ry  assu m p tio n  was t h a t  by means o f  d e l i b e r a t e ,  a n a l y t i c a l  

s tu d y  i t  would be p o s s i b l e  t o  d e te rm in e  th e  d eg ree  o f  r e l a t i o n s h i p  be­

tw een th e  p r a c t i c e s  and  th e  p o i n t s  o f  v iew  o f  p e r s o n n e l  men i n  t h e i r  u se  

o f  a p p l i c a t i o n  l e t t e r s  and d a t a  s h e e t s  and  th e  fu n d am e n ta l  u n d e r s t a n d in g s  

p ro v id e d  i n  th e  c o l l e g i a t e  i n s t r u c t i o n  t h a t  i s  o f f e r e d  i n  r e g a r d  t o  th e  

p r e p a r a t i o n  o f  th e s e  tv o  im p o r ta n t  in s t r u m e n t s  o f  com m unica tion .

D e f i n i t i o n  o f  Terms

The fo l lo w in g  t e c h n i c a l  te rm s  i n  th e  a r e a  o f  b u s in e s s  w r i t i n g  

w i l l  be u s e d  i n  t h i s  s tu d y :

^ C h e s te r  E ,  P e t e r s ,  "The W r i t t e n  W ord," C o l le g e  P la c e m e n t  A nnual 
1960 (1 9 5 9 ) ,  p .  18.



A p p l i c a t io n  l e t t e r — th e  w r i t t e n  com nm nication in s t r u m e n t  t h a t  
a n  a p p l i c a n t  u s e s  t o  p o i n t  up , i n  a p e r s o n a l  and  g e n e r a l  m anner, 
h i s  o v e r a l l  q u a l i f i c a t i o n s  f o r  th e  p o s i t i o n  t h a t  he i s  s e e k in g .^

D ata  s h e e t  (u s e d  in t e r c h a n g e a b ly  w i th  " re su m e ,"  th e  te rm  p re ­
f e r r e d  iQr m ost p e r s o n n e l  men)— th e  w r i t t e n  com m unication i n s t r u ­
m ent t h a t  an  a p p l i c a n t  u s e s  t o  p r e s e n t  in  an  im p e rso n a l  manner a 
d e t a i l e d ,  c l a s s i f i e d  a c c o u n t  o f  h i s  o v e r a l l  q u a l i f i c a t i o n s  f o r  
th e  p o s i t i o n  t h a t  he i s  s e e k in g .^

Sources  o f  D ata

The p r im a ry  d a t a  f o r  t h i s  s tu d y  were o b ta in e d  from th e  f o l lo w in g  

s o u r c e s :  ( l )  b u s in e s s  w r i t i n g  te x tb o o k s  commonly used  f o r  i n s t r u c t i o n

i n  b u s in e s s  w r i t i n g  i n  c o l l e g e s  and u n i v e r s i t i e s  th ro u g h o u t  th e  c o u n t ry  

and ( 2 ) i n t e r v ie w s  w i th  50 p e r s o n n e l  men who e x p re s s e d  p a r t i c u l a r  i n t e r e s t  

i n  th e  u se  o f  th e  a p p l i c a t i o n  l e t t e r  and t h e  d a t a  s h e e t  i n  h i r i n g  p ro ­

c e d u r e s .  A l i m i t a t i o n  was p la c e d  on t h i s  p o r t i o n  o f  th e  d a ta  i n  t h a t  o n ly  

p e r s o n n e l  men l o c a t e d  i n  t h e  g e n e r a l  m e t r o p o l i t a n  a re a  o f  D a l l a s ,  Texas, 

were c o n ta c te d  b ecau se  o f  t h e i r  c lo s e  g e o g r a p h ic a l  l o c a t i o n  to  t h e  a u t h o r .  

No n o n - p r o f i t  o r g a n i z a t i o n s ,  such  a s  s c h o o ls  and  governm enta l u n i t s ,  were 

in v o lv e d .

P rocedu re

The f i r s t  s t e p  i n  t h i s  s tu d y  c o n s i s t e d  o f  an  e x te n s iv e  a n a l y s i s  

o f  l i t e r a t u r e  r e l a t i v e  to  th e  p r e p a r a t io n  and t h e  u se  o f  th e  a p p l i c a t i o n  

l e t t e r  and th e  d a t a  s h e e t  f o r  th e  purpose  o f  p r o v id in g  an  a d eq u a te  o r i e n ­

t a t i o n .

The second  s t e p  in v o lv e d  making th o ro u g h  q u a l i t a t i v e  and q u a n t i ­

t a t i v e  a n a ly s e s  o f  f i v e  c o l l e g e  b u s in e s s  w r i t i n g  te x tb o o k s  to  a s c e r t a i n

^See A ppendix A f o r  a " tex tb o o k -m o d e l"  a p p l i c a t i o n  l e t t e r .

^See A ppendix  A f o r  a " tex tb o o k -m o d e l"  d a t a  s h e e t .
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th e  n a t u r e  and th e  scope  o f  th e  c o n te n t  p e r t a i n i n g  to  th e  a p p l i c a t i o n  

l e t t e r  and th e  d a t a  s h e e t .  The c o n te n t  was a n a ly z e d  and c l a s s i f i e d  i n  

te rm s o f  th e  u n d e r s ta n d in g s  and th e  c o n c e p tu a l  i d e a s  t h a t  sh o u ld  be g iv e n  

s p e c i a l  e n ^ h a s is  by th e  c o l l e g e  b u s in e s s  w r i t i n g  t e a c h e r  i n  th e  i n s t r u c ­

t i o n  t h a t  he p ro v id e s  c o n c e rn in g  th e  a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t .

The t h i r d  s t e p  c o n s i s t e d  o f  f o r m u la t in g  th e  fu n d am e n ta l  u n d e r ­

s t a n d i n g s ,  a s  p r e s e n te d  i n  th e  te x tb o o k s ,  i n t o  i n t e r v i e w  g u i d e l i n e s  t h a t  

cou ld  be used  to  r e c o r d  in f o r m a t io n  g a in e d  from i n t e r v i e w s  w i th  p e r s o n n e l  

men i n  th e  g e n e r a l  m e t r o p o l i t a n  a r e a  o f  D a l l a s .

The f o u r t h  s t e p  was to  co n d u c t  a p r e l i m i n a r y  t r y o u t  o f  th e  i n t e r ­

v iew  g u i d e l i n e s  among p e r s o n n e l  men i n  o r d e r  t o  a s s i s t  i n  th e  r e f in e m e n t  

o f  t h e  i n t e r v i e w  g u i d e l i n e s  and th e  t e c h n iq u e s  t o  be u sed  i n  c o n d u c t in g  

th e  i n t e r v i e w s .

Ihe  f i f t h  s t e p  in v o lv e d  o b ta in in g  from th e  D a l l a s  Chamber o f  Com­

merce l i s t s  o f  names and  a d d r e s s e s  of b u s in e s s e s  i n  th e  g e n e r a l  m e t r o p o l i ­

t a n  a r e a  o f  D a l l a s .  These l i s t s  were u se d  i n  s e l e c t i n g  th e  names and 

a d d r e s s e s  o f  153 o f  th e  b u s in e s s e s  t h a t  a r e  r e p r e s e n t a t i v e  o f  s p e c i f i e d  

c a t e g o r i e s  o f  i n d u s t r i e s  i n  the  g e n e ra l  m e t r o p o l i t a n  a r e a  o f  D a l l a s .

The s i x t h  s t e p  was to  m a i l  t o  one r e p r e s e n t a t i v e  i n  each  o f  th o s e  

b u s in e s s e s  a q u e s t i o n n a i r e  p e r t a i n i n g  t o  b a s i c  f a c t o r s  o r  c r i t e r i a  f o r  

th e  f i n a l  s e l e c t i o n  o f  b u s in e s s e s  i n  which p e r s o n n e l  men were to  be i n ­

te rv ie w e d ,  The q u e s t i o n n a i r e  was u sed  to  e s t a b l i s h  th e  e x i s t e n c e  i n  c e r ­

t a i n  o f  th e  b u s in e s s e s  o f :  ( l )  p e r s o n n e l  p rob lem s o f  s u f f i c i e n t  scope  to

r e q u i r e  th e  employment o f  f u l l - t i m e  p eo p le  t o  d e a l  w i th  th e  p e r s o n n e l  a s ­

p e c t s  o f  th e  b u s in e s s ;  ( 2 )  employment o f  s u f f i c i e n t  numbers o f  p eo p le  so 

t h a t  th e  a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t  have r e le v a n c e  i n  h i r i n g
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p r o c e d u re s ;  ( 3 )  employment o f  s u b s t a n t i a l  numbers o f  p eo p le  w i th  c o l l e g e -  

l e v e l  p r e p a r a t i o n ;  ( 4 )  i n t e r e s t  i n  t h i s  s tu d y  on th e  p a r t  o f  a p e r s o n n e l  

man; ( s )  b e l i e f  on th e  p a r t  o f  t h a t  p e r s o n n e l  man t h a t  th e  p r e p a r a t i o n  and 

th e  u se  of a p p l i c a t i o n  l e t t e r s  and d a t a  s h e e t s  need im provement; and 

( 6 )  th e  p e r s o n n e l  m a n 's  w i l l i n g n e s s  to  p a r t i c i p a t e  i n  t h i s  s tu d y .

The s e v e n th  s t e p  in v o lv e d  th e  e s t a b l i s h m e n t  o f  t h e  sample o f  p e r ­

so n n e l  men to  be in t e r v ie w e d ,  on th e  b a s i s  o f  th e  q u e s t i o n n a i r e  d a t a  ob­

t a i n e d .

The e i g h th  s t e p  was to  s c h e d u le  and to  ho ld  a p e r s o n a l  i n t e r v i e w  

w ith  each  one o f  th e  p e r s o n n e l  men making up th e  sam ple . The i n t e r v i e w s  

were conduc ted  in  an a tm osphere  o f  i n f o r m a l i t y .  They were conducted  to  

d e te rm in e  what e le m e n ts  o f  th e  a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t  a r e  

b e l i e v e d  by p e r s o n n e l  men to  be th e  m os t s i g n i f i c a n t  and how t h e s e  i n s t r u ­

m ents  can b e s t  be u sed  i n  th e  employment o f  c o l l e g e - e d u c a t e d  p e r s o n s .

The i n t e r v i e w e r  a sk ed  q u e s t i o n s  o n ly  when t h e r e  was a need  to  d i r e c t  th e  

d i s c u s s i o n  back  to  th e  prob lem  o f  the  s t u d y .  N o te s  were ta k e n  by th e  

i n t e r v i e w e r  d u r in g  th e  i n t e r v i e w .

The n i n t h  s t e p  in v o lv e d  th e  f o l lo w in g :  ( l )  p r e s e n t a t i o n  o f  th e

f i n d i n g s ;  (2 )  i n t e r p r e t a t i o n  and a n a l y s i s  o f  th e  f i n d i n g s ;  ( 3 )  com parison  

o f  i n s t r u c t i o n a l  and u t i l i z a t i o n  i d e a s ;  and (4 )  f o r m u l a t io n  o f  s u g g e s t io n s  

r e g a r d in g  th e  im provement o f  th e  i n s t r u c t i o n a l  c o n te n t  and emphases i n  th e  

t e a c h in g  r e l a t i v e  to  th e  p r e p a r a t i o n  o f  a p p l i c a t i o n  l e t t e r s  and d a t a  

s h e e t s .



CHAPTER I I

REIATED LITERATURE

A s i g n i f i c a n t  number o f  b u s in e s s  w r i t i n g  books in c lu d e  m a te r i a l  

on the  a p p l i c a t i o n  l e t t e r  and th e  d a ta  s h e e t ,  and many a r t i c l e s  w ith  

r e f e r e n c e  t o  th e s e  two employment in s t r u m e n t s  have been w r i t t e n .  R e la ­

t i v e l y  l i t t l e  has  been done, how ever, i n  th e  way o f  fo rm al s tu d y  o f  th e  

p r a c t i c e s  and th e  p o i n t s  o f  view o f  p e r s o n n e l  men in  th e  u se  o f  a p p l i c a ­

t i o n  l e t t e r s  and d a ta  s h e e t s .  The l i t e r a t u r e  r e v e a l s  no s u b s t a n t i a l  

a t t e m p t s ,  e i t h e r  d i r e c t  o r  i n d i r e c t ,  to  d e te rm in e  th e  e x t e n t  o f  th e  r e l a ­

t i o n s h i p  betw een the  p r a c t i c e s  and th e  p o in t s  o f  v iew  o f  p e r s o n n e l  men in  

t h e i r  use  o f  a p p l i c a t i o n  l e t t e r s  and d a t a  s h e e t s  and the  i n s t r u c t i o n  t h a t  

i s  o f f e r e d  i n  re g a rd  to  th e  p r e p a r a t i o n  o f  t h e s e  two in s t r u m e n t s  o f  com­

m u n ic a t io n .

D o c to ra l  R esea rch  

An e x te n s iv e  s e a r c h  of th e  l i t e r a t u r e  i n  b u s in e s s  com munication 

r e v e a le d  o n ly  one d o c t o r a l  s tu d y  d e a l i n g  w ith  th e  a p p l i c a t i o n  l e t t e r  and 

th e  d a ta  s h e e t .  I n  1950, Peck^ com ple ted  a s tu d y  i n  two p a r t s :  ( l )  th e

d e s i r a b l e  q u a l i t i e s  i n  a r e c e n t l y  g r a d u a te d  p e rso n  f o r  i n d u s t r y  and 

( 2 ) th e  a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t  t h a t  em ployers  i n  i n d u s t r y

^ C h ar le s  E lw in  Peck , "A S tudy  o f  th e  A p p l i c a t i o n  L e t t e r  and D ata  
S h e e t  f o r  R ece n t C o llege  G rad u a te s  E n t e r i n g  I n d u s t r y "  (U n p u b lish ed  Ph. D, 
d i s s e r t a t i o n .  S t a t e  U n i v e r s i t y  of Iowa, 1950),
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b e l ie v e  a r e  e f f e c t i v e  when su b m it te d  by th e  p e rso n  who i s  j u s t  f i n i s h i n g  

h i s  c o l l e g e  e d u c a t io n .

Three d i f f e r e n t  q u e s t i o n n a i r e s  were m a iled  to  a t o t a l  o f  1,650 

com panies . " Q u e s t io n n a i re  A" was a th r e e -p a g e  in s t r u m e n t  and a one-page 

c o r o l l a r y  r e sp o n d e n t  s h e e t  t o  accompany th r e e  a p p l i c a t i o n  l e t t e r s  o f  

v a r io u s  le n g th s  and th r e e  d a t a  s h e e ts  w ith  d i f f e r e n t  a r ran g em en ts  of f a c t s  

and a p i c t u r e .  The 21 q u e s t io n s  conce rned  p e r t i n e n t  p o in t s  a b o u t  the  

a p p l i c a t i o n  l e t t e r  and the  d a t a  s h e e t .  " Q u e s t io n n a i re  B" was a fo u r -p a g e  

in s t r u m e n t  and a one-page c o r o l l a r y  r e s p o n d e n t  s h e e t .  The 16 q u e s t io n s  

d e a l t  w ith  th e  d e s i r a b l e  q u a l i t i e s  t h a t  shou ld  be p o s s e s s e d  by the  r e c e n t  

c o l le g e  g r a d u a te  f o r  i n d u s t r y .  " Q u e s t io n n a i re  C" was a fo u r -p a g e  i n s t r u ­

ment and a one-page c o r o l l a r y  r e s p o n d e n t  s h e e t .  I t  c o n ta in e d  23 q u e s t io n s  

d e a l in g  w i th  p e r t i n e n t  p o i n t s  a b o u t  th e  a p p l i c a t i o n  l e t t e r  and th e  d a t a  

s h e e t .

Of th e  1 ,650 companies r e c e iv in g  q u e s t i o n n a i r e s ,  550 r e c e iv e d  

" Q u e s t io n n a i r e  A"; 550 d i f f e r e n t  ones ,  " Q u e s t io n n a i re  B"; and 550 s t i l l  

d i f f e r e n t  ones ,  " Q u e s t io n n a i re  C ."  The number o f  em ployees i n  th e  com­

p a n ie s  was the  b a s i s  f o r  a p e rc e n ta g e  from each c l a s s i f i c a t i o n  o f  in d u s ­

t r y ,  The l a r g e s t  companies i n  te rm s o f  t o t a l  p eo p le  employed were the  

ones c o n ta c te d  w i th in  each  i n d u s t r y .  D epartm ent s t o r e s ,  ch a in  s t o r e  s y s ­

tems and m a i l - o r d e r  houses  ( r e t a i l ) ,  in s u ra n c e  com panies ,  h o t e l s ,  p u b l i c  

u t i l i t y  com panies, m a n u fa c tu re r s ,  t r a n s p o r t a t i o n  com panies, a c c o u n t in g  

f i r m s ,  b ank ing  and o t h e r  f i n a n c i a l  i n s t i t u t i o n s ,  a d v e r t i s i n g  a g e n c ie s ,  

p r i n t i n g  a n d / o r  p u b l i s h in g  h o u se s ,  and c o n s t r u c t i o n  companies com prised  

th e  s u rv e y .
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Peck r e c e iv e d  a t o t a l  o f  556 a c c e p ta b l e  q u e s t i o n n a i r e s ,  a 33 p e r ­

c e n t  r e t u r n .  The s tu d y  i n d i c a t e d  t h a t  t h i s  sam pling  had v a l i d i t y  w ith o u t  

p r o p o r t i o n a l i t y .  Because o f  th e  tim e f a c t o r  and b ecause  o f  c e r t a i n t y  o f  

v a l i d i t y  by hand t a b u l a t i o n  o f  v a r io u s  q u e s t io n s  on a l l  t h r e e  of th e  

q u e s t i o n n a i r e s ,  no q u e s t i o n n a i r e s  r e c e iv e d  a f t e r  A p r i l  17, 1950, were 

u sed  i n  th e  s tu d y .

On the b a s i s  of in f o r m a t io n  p e r s o n n e l  men i n  i n d u s t r y  b ro u g h t  o u t  

co n c e rn in g  what i s  im p o r ta n t  i n  th e  a p p l i c a t i o n  l e t t e r  and the  d a ta  s h e e t ,  

the  fo l lo w in g  p a ra p h ra s e d  m a t e r i a l  from P e c k 's ^  c o n c lu s io n s  i s  o f  p a r ­

t i c u l a r  s i g n i f i c a n c e .  The i d e a s  a r e  n o t  p r e s e n te d  i n  any  p a r t i c u l a r  

o rd e r  o f  im p o r ta n c e ,

1, The l e t t e r  sh o u ld  be c o n c i s e ly  w r i t t e n ;  i f  p o s s i b l e ,  i t  shou ld  

n o t  be more th a n  medium le n g th — c e r t a i n l y  n o t  more th a n  one p ag e .

2 ,  To convey th e  a p p l i c a n t ' s  own p e r s o n a l i t y ,  he sh o u ld  w r i t e  

h i s  own l e t t e r ,

3 ,  The fo l lo w in g  form f o r  th e  l e t t e r  was s u g g e s te d .  Of c o u r s e ,  

th e s e  e lem en ts  a r e  s im p ly  fo u n d a t io n a l  and a r e  n o t  m eant to  c a l l  f o r  

"canned"  l e t t e r s — l e t t e r s  t h a t  sound a l i k e .  Opening p a r a g r a p h ; ( l )  b u s i ­

n e s s l i k e  open ing  p a ra g ra p h ;  ( 2 )  a summary s t a t e m e n t  e m p h as iz in g  two o r  

t h r e e  o u t s t a n d in g  q u a l i f i c a t i o n s ;  and (3 )  m en tion  o f  e i t h e r  s p e c i f i c  p o s i ­

t i o n  o r  f i e l d  of i n t e r e s t .  I n t e r v e n i n g  p a r a g r a p h s ; ( l )  e x p a n s io n  o f  

q u a l i f i c a t i o n s  m en tioned  i n  the  open ing  p a ra g ra p h ,  such a s  e i t h e r  m a jo r

o r  s p e c i a l i z a t i o n  i n  c o l l e g e ;  d i s c u s s i o n  o f  d u t i e s  o f  p r e v io u s  wo i t  expe­

r i e n c e  ; s u b s t a n t i a t i o n ,  by p ro o f  and s i n c e r i t y ,  o f  r e a s o n ( s )  f o r  w an tin g

^ I b id . ,  pp , 135, 137-138 , 141,
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to  work f o r  t h i s  p a r t i c u l a r  company; p ro o f  o f  i n t e r e s t  i n  work f o r  which 

a p p ly in g ;  and r e a s o n ( s )  f o r  l e a v in g  f u l l - t i m e  p o s i t i o n ( s )  and ( 2 )  r e f e r ­

ence t o  e n c lo s e d  d a ta  s h e e t .  C lo s in g  p a r a g r a p h : ( l )  i n d i c a t i o n  o f  de­

s i r e  to  d i s c u s s  more f u l l y  o n e ' s  q u a l i f i c a t i o n s  i n  an  i n t e r v i e w  and 

( 2 ) s u g g e s t io n  o f  b e in g  a b l e  to  go f o r  an  in t e r v i e w  a t  com pany's con­

v e n ie n c e  and p e rh a p s  a t  a p p l i c a n t ' s  ex p en se .

4 ,  The a p p l i c a n t ' s  l e t t e r  m ust be n e a t ;  w e ll  p la c e d  on th e  page; 

t y p e w r i t t e n ;  and c o r r e c t  i n  s p e l l i n g ,  grammar, and p u n c t u a t io n .

5, The l e t t e r  s h o u ld  be so o rg a n iz e d  t h a t  th e  c o n te n t s  em phasize 

t h e  a p p l i c a n t ' s  o u t s t a n d in g  p o i n t s  i n  a c l e a r ,  c o n c i s e ,  f a c t u a l ,  and 

b u s i n e s s l i k e  m anner.

6 .  The a p p l i c a n t ' s  q u a l i f i c a t i o n s  sh o u ld  be g e a re d  t o  th e  spe­

c i f i c  p o s i t i o n  r e q u i r e m e n ts .

7 .  The d a t a  s h e e t  sh o u ld  be p re p a re d  b e fo re  p r e p a r i n g  th e  a p p l i ­

c a t i o n  l e t t e r ,

8 .  The a p p l i c a n t  s h o u ld  u se  a one-page  d a t a  s h e e t  w i th  a  p i c t u r e  

i n  th e  u p p e r  r ig h t - h a n d  c o m e r ,

9 ,  B ecause o f  l i m i t e d  sp ace  on th e  d a t a  s h e e t ,  th e  r e f e r e n c e  

s e c t i o n  may be o m i t te d .

10. The a p p l i c a n t ' s  s t r o n g e s t  q u a l i f i c a t i o n s  f o r  th e  p o s i t i o n  

sh o u ld  be s t r e s s e d  i n  b o th  th e  l e t t e r  and th e  d a t a  s h e e t .

11. The c o n te n t  and  th e  a r ra n g e m e n t  o f  th e  d a ta  s h e e t  s h o u ld  be 

f i t t e d  to  th e  u n iq u e  c h a r a c t e r i s t i c s  o f  th e  a p p l i c a n t .

12. The a p p l i c a n t  m ust remember t h a t  th e  d a t a  s h e e t  i s  a h e l p f u l  

i n s t r u m e n t  i n  g e t t i n g  an i n t e r v i e w ;  i t  i s  n e i t h e r  a com plete  l i f e  h i s t o r y  

n o r  a d e t a i l e d  a p p l i c a t i o n  b la n k .
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S urveys  R ep o r ted  i n  A r t i c l e s  

Three s u rv e y s  co n c e rn in g  th e  a p p l i c a t i o n  l e t t e r  a n d /o r  th e  d a ta  

s h e e t  a re  e s p e c i a l l y  p e r t i n e n t  to  t h i s  s tu d y .  These s t u d i e s  a re  much 

more l i m i t e d  i n  d e p th  th a n  i s  th e  Peck s tu d y  p r e s e n te d  e a r l i e r .

I n  1952, Brown^ conducted  a  s u rv e y  among b u s in e s s  f i rm s  i n  th e  

M iddle South  to  a s c e r t a i n  what em ployers  w ant i n c lu d e d  i n  th e  a p p l i c a t i o n  

l e t t e r  and t h e i r  p r e f e r e n c e s  as  to  th e  ty p e s  o f  l e t t e r s  t h a t  th e y  l i k e  to  

r e c e i v e .  He m a i le d  300 q u e s t i o n n a i r e s  to  v a r io u s  ty p e s  o f  em ployers :  100

i n  A rk an sas ,  100 i n  L o u i s i a n a ,  50 in  Alabama, and 50 i n  M i s s i s s i p p i ,  He 

u se d  d e n s i t y  o f  p o p u la t io n  and c o n c e n t r a t i o n  o f  u rb a n  a r e a s  a s  d e te rm in ­

in g  f a c t o r s  i n  d e c id in g  upon t h i s  d i s t r i b u t i o n .  M a n u fa c tu r in g  com panies , 

d e p a r tm e n t  s t o r e s ,  new sp ap e rs ,  in v e s tm e n t  and in s u r a n c e  com panies, and 

e d u c a t io n a l  i n s t i t u t i o n s  com prised th e  s u rv e y .  C i t i e s  o f  v a r i o u s  s i z e s  

were chosen  i n  m a i l i n g  th e  q u e s t i o n n a i r e s .  Of th e  300 em ployers  con­

t a c t e d ,  118, o r  39 p e r c e n t ,  responded .

The su rv e y  r e v e a le d  t h a t  em ployers  have s t r o n g  i n t e r e s t  i n  th e  ap­

p l i c a t i o n  l e t t e r .  They a g re e d ,  i n  g e n e r a l ,  a s  t o  d e s i r a b l e  c h a r a c t e r i s t i c s  

o f  th e  l e t t e r  and a s  to  in fo rm a t io n  t h a t  i s  w orthy  of a t t e n t i o n .  These 

c o n c lu s io n s  were drawn from the  s u rv e y :

1, A c o n v e n t io n a l ,  s t r a i g h t f o r w a r d  a p p ro ac h  i s  p r e f e r r e d  to  th e  
c l e v e r ,  o u t - o f - t h e - o r d i n a r y  a p p l i c a t i o n  l e t t e r ,

2 ,  A one-page l e t t e r  (w i th  a d a ta  s h e e t )  i s  p r e f e r a b l e  to  a lo n g e r  
l e t t e r ,

3 ,  U n s o l i c i t e d  l e t t e r s  r e c e iv e  f a v o r a b le  r e s p o n s e ,
4 ,  M echan ica l e r r o r s  a re  sometimes d i s r e g a r d e d ,  b u t  can be v e r y  

c o s t l y ,
5 ,  Em ployers w ant to  know why th e  a p p l i c a n t  l e f t  fo rm er  j o b s .

^Leland Brown, " A p p l ic a t io n  L e t t e r s —What Em ployers  P r e f e r , "  
B u s in e s s  E d u c a t io n  W orld , XXXII, No, 10 ( J u n e ,  1952 ) ,  479-481 .
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6o H ir in g  o f f i c i a l s  d e s i r e  th e  a p p l i c a n t  to  r e l a t e  h i s  e d u c a t io n ,
e x p e r ie n c e ,  and a c t i v i t i e s  to  t h e  jo b  f o r  which he i s  a p p ly in g .

7 . A knowledge o f  th e  company may be h e l p f u l  to  th e  a p p l i c a n t .
8 .  A r e q u e s t  f o r  an  in t e r v ie w  i s  c o n s id e re d  an e s s e n t i a l  p a r t  o f

the  l e t t e r .
9 . Em ployers look  f o r  an  e x p re s s io n  o f  th e  a p p l i c a n t ' s  a t t i t u d e  and

p e r s o n a l i t y  t r a i t s . ^

Hay^, i n  1953, conducted  a s u rv e y  th rough  s t u d e n t s  i n  a b u s in e s s  

r e p o r t  w r i t i n g  c o u rse  a t  th e  C o lleg e  o f  B u s in ess  A d m in i s t r a t i o n ,  U n iv e r ­

s i t y  o f  A rk an sas ,  to  d e te rm in e  what bus inessm en l i k e  and what th e y  d i s ­

l i k e  i n  th e  a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t .  Q u e s t io n n a i r e s  were 

m a i le d  to  385 f i r m s ,  r e p r e s e n t i n g  29 s t a t e s .  These f i r m s  were s e l e c t e d  

a t  random from a l i s t  p re p a re d  by th e  P lacem en t Bureau o f  th e  C o l le g e .

Of th e  385 f i rm s  c o n t a c te d ,  286 re sp o n d ed ,  f o r  a r e t u r n  o f  74 p e r c e n t .

Two s e p a r a t e  sam ples  were ta k e n ;  each o f  th e s e  r e p r e s e n t e d  a b o u t  one h a l f  

o f  the t o t a l  r e t u r n s .  When th e s e  two sam ples  were com pared, th e y  were 

a lm o s t  i d e n t i c a l .  T h is  s i m i l a r i t y  i n d i c a t e d  t h a t  a f a i r l y  r e p r e s e n t a t i v e  

sample was o b ta in e d .  Many d i f f e r e n t  ty p e s  o f  b u s i n e s s e s  responded ; m ost 

o f  them were b ig  f i r m s  w i th  500 and more p e o p le .

S e le c te d  f i n d i n g s  i n  H ay 's  s tu d y  a r e  p a ra p h ra se d  a s  fo l lo w s ;

1. S even ty  p e r c e n t  o f  th e  bus inessm en  p r e f e r r e d  t h a t  the  a p p l i ­

c a t io n  l e t t e r  be a d d re s s e d  to  th e  p e r s o n n e l  m anager.

2 .  A s h o r t  l e t t e r  and a co m p le te ,  w e l l - o r g a n iz e d  d a ta  s h e e t  were 

p r e f e r r e d  by 86 p e r c e n t  o f  th e  r e s p o n d e n ts .

3 .  S i x t y - f o u r  p e r c e n t  o f  th e  businessm en  p r e f e r r e d  t h a t  th e  ap­

p l i c a n t  a p p ly  f o r  a s p e c i f i c  p o s i t i o n .

^ I b i d . , p .  480.

^R obert D. Hay, "What B usinessm en Want i n  A p p l i c a t i o n  L e t t e r s , "  
B u s in e s s  E d u c a t io n  W orld , XXXIV, No, 1 (S ep tem ber ,  1953),  7 -9 .
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4 ,  S even ty  p e r c e n t  o f  th e  re s p o n d e n ts  d e s i r e d  t h a t  th e  s a l a r y  

n o t  he m en tioned  u n t i l  th e  tim e of th e  p e r s o n a l  i n t e r v i e w ,

5. S e v e n ty - f iv e  p e r c e n t  o f  th e  r e s p o n d e n ts  b e l i e v e d  t h a t  th e  ap­

p l i c a n t  shou ld  show how h i s  m a jo r  i n  sch o o l  r e l a t e s  t o  th e  p o s i t i o n  t h a t  

he i s  s e e k in g ,

6, S i x t y - s i x  p e r c e n t  o f  th e  r e s p o n d e n ts  b e l i e v e d  t h a t  th e  a p p l i ­

c a n t  sh o u ld  a sk  s p e c i f i c a l l y  f o r  a p e r s o n a l  i n t e r v i e w  i n  th e  a p p l i c a t i o n  

l e t t e r ,

7 ,  S e v e n ty - th r e e  p e r c e n t  o f  th e  bus inessm en p r e f e r r e d  t h a t  the  

a p p l i c a n t  no t  e n c lo s e  e i t h e r  a s tam ped , a d d re s s e d  en v e lo p e  o r  a p o s t a l  

c a rd  f o r  u se  by th e  f i rm  i n  r e p l y i n g .

8 . A p h o to g rap h  e n c lo se d  w i th  th e  d a ta  s h e e t  was d e s i r e d  by 81 

p e r c e n t  o f  th e  r e s p o n d e n ts ,

9 .  E i g h ty - s e v e n  p e r c e n t  o f  th e  businessm en p r e f e r r e d  t h a t  th e  

a p p l i c a n t  i n d i c a t e  h i s  s c h o l a s t i c  s ta n d in g  i n  h i s  c l a s s  ( t h i s  s t a n d in g  

shou ld  be i n d i c a t e d  on th e  d a t a  s h e e t ) .

10, E ig h ty - s e v e n  p e r c e n t  o f  th e  bus inessm en  p r e f e r r e d  a d e t a i l e d  

d e s c r i p t i o n  o f  th e  a p p l i c a n t ' s  q u a l i f i c a t i o n s  on th e  d a ta  s h e e t ,

11, The i n d i c a t i o n  o f  a l l  work e x p e r i e n c e  ( r e g a r d l e s s  o f  i t s  r e l a ­

t i o n s h i p  to  th e  p o s i t i o n )  was d e s i r e d  by 90 p e r c e n t  o f  the  r e s p o n d e n t s ,

12, E i g h t y - e i g h t  p e r c e n t  o f  th e  bus inessm en  r e g u l a r l y  gave con­

s i d e r a t i o n  to  u n s o l i c i t e d  a p p l i c a t i o n  l e t t e r s .

In  1964, Peck^ conducted  a s u rv e y  to  l e a r n  w hat p e r s o n n e l  men 

want i n  th e  a p p l i c a t i o n  l e t t e r  and th e  resume (" resu m e"  h e re  i s  u sed

^C h ar le s  E lw in  Peck , " L e t t e r s  and Resumes—What th e  P e r s o n n e l  Men 
W ant,"  J o u r n a l  o f  C o lleg e  P la c e m e n t . XXIV, No, 3 (F e b ru a ry ,  1964) ,  125- 
126, 128, 130, 132, 134, 136,
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i n t e r c h a n g e a b ly  w i th  " d a ta  s h e e t " )  from th e  r e c e n t  c o l l e g e  g ra d u a te  

i n t e r e s t e d  in  s a le s w o rk .  He was i n t e r e s t e d  i n  such a s p e c t s  a s  what th e  

p e r s o n n e l  man looks  f o r  a s  i n d i c a t o r s  o f  s a l e s  p o t e n t i a l  and w hat im­

p r e s s e s  him f a v o r a b l y .  Q u e s t io n n a i r e s  were m a ile d  to  192 m a n u fa c tu r in g  

em p loyers  th ro u g h o u t  th e  c o u n t ry .  Peck r e c e iv e d  106 u s a b le  q u e s t i o n ­

n a i r e s ,  f o r  a r e t u r n  o f  55 p e r c e n t .

Some o f  h i s  m o s t  s i g n i f i c a n t  f i n d i n g s  in c lu d e  th e s e :

1, I n  a d d i t i o n  to  th e  resum e, p e r s o n n e l  men p r e f e r  a o n e -p a g e ,  s i n ­
c e re ,  and p e r s o n a l i z e d  l e t t e r .

2 ,  Over t h r e e - f o u r t h s  f a v o r  th e  l e t t e r  t h a t  i n c lu d e s  th e  r e a s o n  f o r  
i n t e r e s t  i n  s a le s w o rk ,  ty p e  o f  work r e q u e s te d ,  and th e  r e a s o n s  
f o r  i n t e r e s t  i n  t h e i r  company,

3 ,  The m ost e f f e c t i v e  open ing  p a ra g ra p h  c o u r te o u s ly  r e q u e s t s  con­
s i d e r a t i o n ,  i d e n t i f i e s  th e  jo b  s o u g h t ,  and s t a t e s  ( i n  c a p s u le  o r  
summary fo rm ) b a s i c  q u a l i f i c a t i o n s ,

4 ,  S tudy  r e s u l t s  p o in t e d  o u t  t h a t  th e  m a j o r i t y  o f  p e r s o n n e l  men 
p r e f e r  t h a t  th e  i n i t i a l  c o n t a c t  by th e  a p p l i c a n t  be th ro u g h  a 
w r i t t e n  p r e s e n t a t i o n — r e g a r d l e s s  o f  w hether th e  a p p l i c a n t  r e s i d e s  
i n  the  same c i t y ,

5 ,  When a  p e r s o n n e l  man s t u d i e s  a l e t t e r  and resum e, he w eighs m ost 
h e a v i ly  th e  f o l lo w in g  in f o r m a t io n  a s  ev id en ce  which r e v e a l s  s a l e s  
p o t e n t i a l :  e x t r a - c u r r i c u l a r  a c t i v i t i e s  (m en tio n ed  on th e  q u es ­
t i o n n a i r e  97 t i m e s ) ;  e v id e n c e  o f  i n t e r e s t  and e x p e r ie n c e  i n  s a l e s  
( 8 9 ) ;  c o l l e g e  c o u r s e s  ( 7 l ) ; g r a d e s  (3 9 ) ;  o t h e r  accom plishm en ts  
( 6 5 ) ;  p e r s o n a l  h i s t o r y  o f  a p p l i c a n t  ( 6 l ) ;  a b i l i t y  to  p r e s e n t  
q u a l i f i c a t i o n s  i n  w r i t i n g  ( 3 9 ) ;  and o t h e r  in f o r m a t io n  ( 3 l ) ,

6 , P e r s o n n e l  men do n o t  w an t  a com ple te  b io g ra p h y ,  b u t  th e y  do want 
enough in f o r m a t io n  to  a ro u s e  th e  company's i n t e r e s t  i n  th e  ap ­
p l i c a n t  and g iv e  th e  company a s s u ra n c e  t h a t  th e  p e r s o n ' s  back ­
ground i s  s u i t a b l e  f o r  s a l e s .  The r e c e n t  c o l l e g e  g r a d u a t e  who 
i s  u s u a l l y  e i t h e r  21 o r  22 y e a r s  o ld  can a cc o m p lish  t h e s e  two 
g o a ls  on a one-page  t y p e w r i t t e n  l e t t e r  and a o n e -  o r  tw o-page 
ty p e w r i t t e n  o r  re p ro d u c e d  resum e.^

A lthough  p e r s o n n e l  men a r e  f a v o r a b l y  im pressed  w i th  in f o r m a t io n  

t h a t  i n d i c a t e s  s a l e s  p o t e n t i a l ,  t h e s e  same men r e a c t  u n f a v o r a b ly  t o  th e  

f o l lo w in g  in a d e q u a c ie s  i n  th e  a p p l i c a t i o n  l e t t e r  and th e  resume:

^ I b id . ,  pp . 125-126 , 128.
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lo P oor p r e s e n t a t i o n — in c o m p le te n e s s  o f  co v e ra g e ;  p o o r  use  o f  w r i t ­
in g  m echan ics;  and m is c e l l a n e o u s  w eaknesses  (w o rd in e s s ,  p e e r  
o r g a n i z a t i o n ,  n o n - s e l l i n g  l e t t e r  o r  resume, c l e v e r  o r  "canned" 
l e t t e r ,  g e n e r a l i t i e s ,  o r  " c o rn y "  p i t c h ) ,

2 , Wrong a t t i t u d e  tow ard employment— la c k  o f  i n t e r e s t  i n  and knowl­
edge o f  th e  s a l e s  f i e l d ,  em phasis  on s a l a r y  and f r i n g e  b e n e f i t s  
i n s t e a d  o f  o p p o r tu n i ty ,  ig n o ra n c e  o f  company and i t s  p r o d u c ts ,  
and wrong im p re s s io n  tow ard  l e a r n in g  and w ork ing ,

3 ,  U n fav o rab le  p e r s o n a l  t r a i t s — c o n c e i t ,  f l a t t e r y ,  demands, and 
i n s t a b i l i t y , ^

S ince  such  a l i m i t e d  amount o f  fo rm al r e s e a r c h  e x i s t s  c o n c e rn in g  

th e  p r a c t i c e s  and the p o in t s  o f  v iew  o f  p e rs o n n e l  men i n  the  u se  o f  a p p l i ­

c a t i o n  l e t t e r s  and d a t a  s h e e t s ,  one m ig h t  i n c o r r e c t l y  i n f e r  e i t h e r  t h a t  

th e s e  two com munication in s t r u m e n t s  a r e  n o t  p a r t i c u l a r l y  im p o r ta n t  o r  

t h a t  th e y  a r e  r o u t i n e ,  s im ple  in s t r u m e n ts  t h a t  do n o t  n e c e s s i t a t e  fo rm al 

s tu d y .  The l i m i t e d  r e s e a r c h  f i n d i n g s  t h a t  a r e  a v a i l a b l e ,  however, i n d i ­

c a t e  t h a t  th e  a p p l i c a t i o n  l e t t e r  and th e  d a ta  s h e e t  a r e  im p o r ta n t  and t h a t  

th e y  a re  n o t  e a s y  to  c o n s t r u c t  so a s  to  be used  e f f e c t i v e l y  i n  s e e k in g  

employment.

^ I b id . ,  p . 128.



CHATTER I I I  

FUNDAMENTAL INSTRUCTION-\L UNDERSTilNDINGS

A cadem icians  i n  th e  a r e a  o f  b u s in e s s  w r i t i n g  have e x p re s se d  t h e i r  

id e a s  a b o u t  th e  p r e p a r a t i o n  of a p p l i c a t i o n  l e t t e r s  and d a t a  s h e e t s  w i th in  

one o r  more m a jo r  s e c t i o n s  o f  c o l l e g i a t e - l e v e l  b u s in e s s  w r i t i n g  t e x t ­

books» T h is  s tu d y ,  however, i s  l i m i t e d  to  c o n s i d e r a t i o n  o f  th e  a p p l i ­

c a t i o n  l e t t e r  and d a t a  s h e e t  m a t e r i a l  i n  f i v e  c o l le g e  b u s in e s s  w r i t i n g  

te x tb o o k s .  These te x tb o o k s  a r e  commonly u se d  i n  th e  f i e l d  o f  b u s in e s s  

com m unication. The a u th o r s  o f  th e  f i v e  te x tb o o k s  a r e  a u t h o r i t i e s  i n  th e  

a r e a  o f  b u s in e s s  w r i t i n g .  T h is  b e l i e f  i s  b a se d  on th e  f o l lo w in g  c r i t e r i a :  

( l )  t h a t  th e y  have g a in e d  n a t io n w id e  r e s p e c t  from b u s in e s s  w r i t i n g  

t e a c h e r s ,  from b u s in essm en , and from o t h e r s ;  (2 )  t h a t  t h e y  have w r i t t e n  

w id e ly  u se d  c o l l e g e  te x tb o o k s  and o t h e r  p r o f e s s i o n a l  m a t e r i a l s  i n  th e  

a r e a ;  and (3 )  t h a t  th e y  have c o n t r i b u t e d  many y e a r s  o f  f a i t h f u l  s e r v ic e  

to  th e  A m erican B u s in e s s  W r i t in g  A s s o c i a t i o n ,  The f i v e  a u t h o r s  ag re e  on 

th e  m a jo r i t y  o f  t h e  a s p e c t s  of th e  a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t ,  

and o t h e r  r e l e v a n t  i n s t r u c t i o n a l  l i t e r a t u r e  i n  th e  a r e a  i s  i n  g e n e r a l  

agreem ent w ith  th e  m a jo r  id e a s  th e y  e x p r e s s .

The a u t h o r s  o f  the  v a r io u s  b u s in e s s  w r i t i n g  te x tb o o k s  have w r i t ­

t e n  a t  g r e a t  l e n g th  ab o u t  a p p l i c a t i o n  l e t t e r s  and d a t a  s h e e t s  a s  i n s t r u ­

m ents o f  com m unica tion . The i n f o m a t i o n  t h a t  th e y  have p r e s e n te d  i s  o f

16
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a d e t a i l e d  n a t u r e ,  such  a s  s u g g e s t io n s  on how th e  a p p l i c a n t  sh o u ld  con­

s t r u c t  th e  f i r s t  p a ra g ra p h  o f  h i s  l e t t e r ;  how he sh o u ld  w r i t e  a b o u t  h i s  

e d u c a t io n ,  work e x p e r i e n c e ,  and p e r s o n a l  d e t a i l s  and h i s t o r y ;  and how he 

sh o u ld  deve lop  th e  l a s t  p a ra g ra p h  o f  h i s  l e t t e r .

I n  t h i s  c h a p t e r  a r e  p r e s e n te d  th e  r e s u l t s  o f  c a r e f u l l y  conduc ted  

q u a l i t a t i v e  and q u a n t i t a t i v e  a n a l y s e s  o f  a p p l i c a t i o n  l e t t e r  and d a ta  s h e e t  

m a t e r i a l s  i n  the  f i v e  c o l l e g e  b u s in e s s  w r i t i n g  te x tb o o k s  t h a t  have been 

m en tioned  p r e v io u s l y .  These r e s u l t s  were used  i n  d e v e lo p in g  th e  funda­

m e n ta l  u n d e r s ta n d in g s  t h a t  p r e s e n t ,  i n  th e  fonn  of b road  id e a s ,  th e  

t h i n k i n g  o f  th e  a u t h o r s  c o n c e rn in g  th e  a p p l i c a t i o n  l e t t e r  and th e  d a t a  

s h e e t .

These u n d e r s ta n d in g s  a re  c l a s s i f i e d  u n d e r  th e  c o n c e p tu a l  a r e a s  

t h a t  sh o u ld  be g iv e n  s p e c i a l  a t t e n t i o n  by th e  b u s in e s s  w r i t i n g  t e a c h e r  i n  

th e  c o l l e g i a t e  i n s t r u c t i o n  r e g a r d in g  th e  a p p l i c a t i o n  l e t t e r  and th e  d a t a  

s h e e t .  Each fu n d am en ta l  u n d e r s ta n d in g  i s  t y p o g r a p h i c a l l y  em phasized  by 

i n d e n t a t i o n s  and u n d e r l i n i n g  w i th in  a p a r t i c u l a r  s e c t i o n  o f  t h i s  c h a p t e r .  

Then th e  d e t a i l s  t h a t  have been  u sed  to  dev e lo p  each  u n d e r s ta n d in g  a re  

p r e s e n te d  i n  th e  f o l lo w in g  a u t h o r  sequence  w ith  a r e f e r e n c e  n o te  a t  th e  

end o f  each  p a ra g ra p h :

A u rn e r ,  R o b e r t  R. E f f e c t i v e  Communication i n  B u s in e s s . 4 th  ed . 
C i n c i n n a t i :  S ou th -W este rn  P u b l i s h i n g  Company, 1958.

Boyd, W ill iam  P .  and L e s ik a r ,  Raymond V. P ro d u c t iv e  B u s in e s s  
W r i t i n g . Englewood C l i f f s ,  New J e r s e y :  P r e n t i c e - H a l l ,
I n c . ,  1959.

Meaning, J .  H, and W ilk in so n ,  C, W. Communicating Through L e t­
t e r s  and R e p o r t s . 3d e d ,  Homewood, I l l i n o i s :  R ich a rd
D. I r w in ,  I n c . , 1963,
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P a r k h u r s t ,  C h a r le s  C h a n d le r ,  B u s in e s s  Communication f o r  B e t t e r  
Human R e l a t i o n s . 6 th  e d ,  Englewood C l i f f s ,  New J e r s e y :  
P r e n t i c e - H a l l ,  I n c , , 1961,

S m art ,  W a l te r  Kay; McKelvey, L o u is  W il l ia m ;  and G erfen ,  R ic h a rd  
Conrad, B u s in e s s  L e t t e r s , 4 t h  e d .  New York: H a rp e r  &
B r o th e r s ,  P u b l i s h e r s ,  1957,

To f a c i l i t a t e  th e  r e f e r e n c i n g  o f  m a t e r i a l s  and to  a v o id  c o n fu s io n  f o r  the

r e a d e r ,  e ach  a u t h o r ' s  p o i n t ( s )  o f  v iew , even  though  r e l a t i v e l y  le n g th y

and c o n t a in in g  s e v e r a l  i d e a s ,  i s  r e t a i n e d  i n  one p a ra g ra p h .

P u rp o se s  o f  th e  A p p l i c a t io n  L e t t e r  and th e  D ata S h ee t

The a p p l i c a n t  f o r  a p o s i t i o n  may u se  th e  a p p l i c a t i o n  l e t t e r  and 

th e  d a t a  s h e e t  f o r  s e v e r a l  r e a s o n s .  He ^ v i l l , how ever, more l i k e l y  r e ­

c e iv e  th e  maximum b e n e f i t s  from th e s e  two in s t r u m e n t s  i f  th e y  a re  de­

s ig n e d  to  se rv e  two s p e c i f i c  p u rp o s e s :  ( l )  to  o b t a i n  o p p o r tu n i ty  f o r

f a c e - t o - f a c e  c o n t a c t  w i th  t h e  p r o s p e c t i v e  em ployer and (2 )  to  "win o u t"  

o v e r  o t h e r  a p p l i c a n t s .

The a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t  a r e  w r i t t e n  i n s t r u ­

m ents  w i th  which an  a p p l i c a n t  paves  th e  way i n  h i s  e f f o r t s  to  make 

th e  f a c e - t o - f a c e  c o n t a c t  w i th  a p r o s p e c t i v e  em ployer t h a t  i s  e s s e n ­

t i a l  f o r  o b t a in in g  a lm o s t  any p o s i t i o n  i n  b u s i n e s s .

Overwhelming e v id e n c e  i n d i c a t e s  th e  im p o r tan ce  o f  w r i t t e n  a p p l i ­

c a t i o n s  i n  s e c u r in g  employment i n t e r v i e w s .  The l e t t e r  an a p p l i c a n t  w r i t e s  

p ro b a b ly  i s  th e  b i g g e s t  d e te rm in in g  f a c t o r  i n  s e c u r in g  an i n t e r v i e w  and 

a p o s i t i o n .  The c l o s i n g  s e n te n c e  o f  th e  a p p l i c a n t ' s  l e t t e r  sh o u ld  c o n ta in  

a r e q u e s t  f o r  a p e r s o n a l  i n t e r v i e w .  When th e  a p p l i c a n t  t a l k s  p e r s o n a l l y  

w i th  th e  p r o s p e c t iv e  em ployer,  he m us t  show t h a t  he a c t u a l l y  i s  t h e  k in d  

o f  p e r s o n  t h a t  h i s  w r i t t e n  a p p l i c a t i o n  h a s  r e p r e s e n t e d  him to  b e .  The



19

i n v i t a t i o n  f o r  th e  a p p l i c a n t  to  t a l k  p e r s o n a l l y  i r i th  th e  p r o s p e c t iv e  

em ployer i s  a c l e a r  i n d i c a t i o n  t h a t ,  up to  th e  tim e of th e  i n v i t a t i o n  a t  

l e a s t ,  a l l  im p re s s io n s  o f  th e  a p p l i c a n t  have been  f a v o r a b l e .  (A u rn e r ,  

236-237 , 260, and 267)

Of the  v a r i o u s  ty p e s  o f  l e t t e r s  t h a t  one m ig h t w r i te  i n  c o n n e c t io n  

w ith  seek in g  employment, th e  b e s t  known ty p e  i s  th e  one in  which th e  ap­

p l i c a n t  a p p l i e s  d i r e c t l y  f o r  th e  p o s i t i o n .  Very l i t t l e  can be done w ith  

the  a p p l i c a t i o n  l e t t e r  t h a t  c an n o t be done b e t t e r  th ro u g h  a p e r s o n a l  i n ­

t e rv i e w ,  b u t  th e  l e t t e r  i s  o f t e n  much more p r a c t i c a l  to  u se  i n  making th e  

i n i t i a l  c o n t a c t  w i th  th e  p r o s p e c t iv e  em ployer.  The m ost c r u c i a l  and c l i ­

m a c t ic  p a r t  o f  th e  w r i t t e n  a p p l i c a t i o n  i s  th e  one i n  \d i ich  th e  a p p l i c a n t  

r e q u e s t s  a c t i o n  on t h e  p a r t  o f  the  p r o s p e c t i v e  em ployer,  u s u a l l y  i n  th e  

form o f  a  p e r s o n a l  i n t e r v i e w  w ith  him, (Boyd and L e s i k a r ,  340 and 356)

The a p p l i c a n t  u s u a l l y  wants th e  p r o s p e c t i v e  em ployer to  ta k e  

a c t i o n  i n  th e  form o f th e  e x te n d in g  o f  an  i n v i t a t i o n  f o r  a p e r s o n a l  in ­

t e r v i e w  i n  re sp o n se  to  the  a p p l i c a n t ' s  w r i t t e n  a p p l i c a t i o n .  The a p p l i ­

c a n t ' s  r e q u e s t  f o r  a c t i o n  shou ld  r e f l e c t  a s p i r i t  o f  co n f id e n ce  in  h im s e l f  

and a sense  o f  a p p r e c i a t i o n  f o r  p o s i t i v e  a c t i o n  ta k e n  on the  p a r t  o f  th e  

p r o s p e c t i v e  em ployer .  The b e s t  w r i t t e n  a p p l i c a t i o n s  w i l l  n o t  pe rfo rm  

m i r a c l e s .  They w i l l  n o t  c o n v e r t  a p o o r  a p p l i c a n t  i n t o  a good one . They 

u s u a l l y  w i l l  n o t  s e c u re  a p o s i t i o n  f o r  th e  a s p i r i n g  a p p l i c a n t ;  th e y  can 

o n ly  a s s i s t  th e  a p p l i c a n t  i n  g e t t i n g  i n  t o  t a l k  p e r s o n a l l y  w i th  th e  p ro ­

s p e c t i v e  em ployer.  The w r i t t e n  a p p l i c a t i o n s  can d e f i n i t e l y  h e l p  th e  

a l e r t ,  work-minded, p r e p a re d  c a n d id a te s  to  g e t  s t a r t e d  s u c c e s s f u l l y  i n  

th e  v o c a t io n a l  c a r e e r s  o f  t h e i r  cho ice  and to  advance a s  th e y  become more
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and more p r o f i c i e n t  i n  t h e i r  chosen work, (Manning and W i lk in so n ,  416 

and 418)

A lthough th e  u l t i m a t e  purpose o f  t h e  w r i t t e n  a p p l i c a t i o n  i s  to  s e ­

c u re  a p o s i t i o n ,  i t s  im m ediate  o b j e c t i v e  i s  to  s ecu re  an  i n t e r v i e w .  The 

u n i n v i t e d  type of a p p l i c a t i o n  l e t t e r  has  been  u sed  v e ry  s u c c e s s f u l l y  i n  

h e lp in g  th e  a p p l i c a n t  t o  g e t  an i n t e r v ie w .  The a p p l i c a n t  sh o u ld  make i t  

v e ry  c l e a r  to  th e  p r o s p e c t i v e  em ployer t h a t  he d e s i r e s  a p e r s o n a l  i n t e r ­

v iew , and he sh o u ld  l e t  him know v e ry  d e f i n i t e l y  and c o m p le te ly  how and 

when he may be c o n t a c t e d  a b o u t  th e  i n v i t a t i o n  f o r  an  i n t e r v i e w ,  (P a r k -  

h u r s t ,  180, 183, and 187)

Very l i k e l y ,  m ost p r o s p e c t iv e  em ployers  w i l l  n o t  be w i l l i n g  to  

h i r e  an  a p p l i c a n t  f o r  a p o s i t i o n  w ith o u t  f i r s t  t a l k i n g  w i th  him p e r  son ally. 

The a p p l i c a n t ,  t h e r e f o r e ,  sh o u ld  u s u a l l y  end h i s  l e t t e r  w i th  a d i r e c t  r e ­

q u e s t  f o r  a p e r s o n a l  i n t e r v i e w  a s  opposed to  r e q u e s t i n g  th e  p o s i t i o n  i t ­

s e l f .  (S m art ,  McKelvey, and G erfen , 485)

The im p o r tan ce  o f  th e  a p p l i c a t i o n  l e t t e r  and th e  d a ta  s h e e t  in  

s e c u r in g  an employment i n t e r v i e w  f o r  th e  a p p l i c a n t  i s  s t r e s s e d  i n  a l l  f i v e  

t e x tb o o k s .  The a c t u a l  coverage  g iven  t o  t h i s  a s p e c t  o f  th e  a p p l i c a t i o n  

l e t t e r  and the d a t a  s h e e t  i n  the  te x tb o o k s  i s  a s  fo l lo w s :

Number o f  L in e s  
A u th o r ( s )  i n  Coverage

A u m e r ............................................................................  49 l / 2
Boyd and L e s i k a r  . . . . . . . . . . . .  30 l / 3
Manning and W i l k i n s o n .......................   58
P a r k h u r s t   26 l / 3
Sm art, McKelvey, and G e r f e n    22 l / 3
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The a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t  a r e  w r i t t e n  i n s t r u ­

m ents w i th  which an a p p l i c a n t  may be e n a b le d  to  "win o u t"  o v e r  

one o r  more o t h e r  a p p l i c a n t s  i n  th e  c o m p e t i t io n  t h a t  i s  commonly 

a s s o c i a t e d  w ith  th e  s e e k in g  o f  employment.

The i n d i v i d u a l  a p p l i c a n t  m ust a c t i v e l y  compete w ith  o t h e r s  who a r e  

j u s t  a s  s i n c e r e  a s  he i s  i n  w an ting  a g iv e n  p o s i t i o n .  They, to o ,  w i l l  

a t t a c h  much im p o rtan ce  to  th e  w r i t t e n  a p p l i c a t i o n  a s  a means o f  a s s i s t i n g  

them i n  e v e n t u a l l y  g e t t i n g  t h a t  p o s i t i o n .  To "win o u t"  ov e r  h i s  com­

p e t i t i o n ,  th e  a p p l i c a n t  m us t  p rove  h im s e l f  to  he th e  b e s t  a p p l i c a n t  

a v a i l a b l e .  (A u rn e r ,  237)

A mere r e c i t a t i o n  o f  o n e ' s  s e l l i n g  p o i n t s  i n  h i s  a p p l i c a t i o n  

l e t t e r  w i l l  i n  m ost i n s t a n c e s  n o t  g e t  one th e  p o s i t i o n .  Q u ite  o f t e n ,  many 

o th e r s  w i l l  be s u b m i t t in g  w r i t t e n  a p p l i c a t i o n s  f o r  th e  same p o s i t i o n ,  e s ­

p e c i a l l y  when th e  a p p l i c a n t s  a r e  a p p ly in g  f o r  p o s i t i o n s  w i th  companies 

t h a t  have made t h e i r  employment needs known to  th e  p u b l i c .  The m anner i n  

which one i n t e r p r e t s  h i s  background , how he conveys h i s  p e r s o n a l i t y  i n  

w r i t i n g ,  th e  ty p e s  o f  words t h a t  he u s e s ,  and a lm o s t  a n y th in g  e l s e  t h a t  

w i l l  make h i s  a p p l i c a t i o n  l e t t e r  s ta n d  o u t  from  th e  o t h e r  l e t t e r s  w i l l  

d e te rm in e  to  a g r e a t  e x t e n t  j u s t  how good th e  ch an ces  a r e  t h a t  he w i l l  

be a b le  t o  o b t a i n  a p e r s o n a l  i n t e r v i e w  and e v e n t u a l l y  th e  p a r t i c u l a r  po­

s i t i o n ,  (Boyd and L e s ik a r ,  338 and 365)

The c o m p e t i t io n  t h a t  a n  a p p l i c a n t  f a c e s  when a p o s i t i o n  i s  w id e ly  

a d v e r t i s e d  i s  k een ,  even i n  a p e r io d  o f  r e l a t i v e l y  e a s y  employment. Be­

cause  many o th e r s  w i l l  a p p ly ,  th e  a p p l i c a n t  s h o u ld  w r i t e  a s u p e r i o r  l e t t e r  

i f  he i s  t o  be chosen  a s  one o f  th o se  few who w i l l  be in t e r v ie w e d ,  (Mea­

n in g  and W i lk in so n ,  422)
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Many a p p l i c a n t s  a p p ro a c h  th e  p ro c e s s  of s e e k in g  employment w ith  

su ch  d e t e r m in a t io n  and i n d u s t r y  t h a t  th e  p ro c e s s  a c t u a l l y  becomes to  them 

a jo b  w i th in  i t s e l f .  They v e r y  c a r e f u l l y  p la n  i n t e n s i v e  cam paigns de­

s ig n e d  to  o b ta in  f o r  th e m se lv e s  i n t e r v i e w s  w ith  a s i g n i f i c a n t  number of 

d e s i r a b l e  p r o s p e c t i v e  em p lo y e rs .  The a p p l i c a t i o n  l e t t e r ,  e s p e c i a l l y  the  

one t h a t  h a s  been  i n v i t e d  by th e  p r o s p e c t i v e  em ployer ,  m ust be so developed 

t h a t  i t  w i l l  be a b le  to  compete e f f e c t i v e l y  w ith  many o t h e r  l e t t e r s  t h a t  

may be r e c e iv e d  by th e  company f o r  th e  p a r t i c u l a r  p o s i t i o n .  ( P a r k h u r s t ,

178 and 182-183)

S in ce  th e  a p p l i c a t i o n  l e t t e r  i s ,  i n  e f f e c t ,  a s a l e s  l e t t e r  and 

i t s  w r i t e r  i s  a sa lesm an  m a rk e t in g  h i s  own s e r v i c e s ,  th e  w r i t e r  m ust r e a l ­

i z e  t h a t  he i s  making a s a l e  and m u s t,  t h e r e f o r e ,  d e te rm in e  th e  b e s t  way 

to  ap p ro ach  h i s  m a rk e t ,  th e  p r o s p e c t i v e  em ployer.  The a p p l i c a t i o n  l e t t e r  

may v e ry  w e l l  p l a y  an im p o r ta n t  r o l e  i n  a s s i s t i n g  th e  a p p l i c a n t  i n  con­

t a c t i n g  t h e  p r o s p e c t i v e  em p loyer ,  (S m art ,  McKelvey, and G e r fe n ,  461)

C o m p e ti t io n ,  a s  a m a jo r  a s p e c t  o f  th e  p r e p a r a t i o n  and th e  u se  o f  

a p p l i c a t i o n  l e t t e r s  and d a t a  s h e e t s ,  i s  em phasized  i n  each  o f  th e  f i v e  

te x tb o o k s .  I n  c e r t a i n  i n s t a n c e s ,  the  space  devo ted  to  p o i n t i n g  up t h i s  

c o m p e t i t iv e  a s p e c t  i s  r e l a t i v e l y  sm a l l ;  b u t  th e  em phasis  i s  c l e a r .  The 

a c t u a l  coverage  g iv e n  to  th e  c o m p e t i t io n  id e a  i n  th e  te x tb o o k s  i s  a s  

fo l lo w s  :

Number o f  L in es  
A u thor(  s )  i n  Coverage

A u m e r .............................
Boyd and L e s i k a r  , ,
Manning and W ilk in s o n  
P a r k h u r s t  . . . .
Sm art,  McKelvey, and G erfen

# 0 * 0 0 0 0 0

7 1 /2  
17 1 /2  

3 1 /3  
72 3 /4  
34
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The s i t u a t i o n  t h a t  th e  a p p l i c a n t  f o r  employment fa c e s  i n  h i s  

p r e p a r a t i o n  o f  a p p l i c a t i o n  l e t t e r s  and d a ta  s h e e t s  i s  s i m i l a r  to  t h a t  

s i t u a t i o n  t h a t  one f a c e s  i n  a c o m p e t i t iv e  s p o r t .  F o r  th e  f o o t b a l l  p l a y e r  

to  be s u c c e s s f u l  i n  h i s  e f f o r t s  to  s e c u re  a p la c e  on th e  f o o t b a l l  team, 

he m ust be a b le  to  show t h a t  he i s  p r o f i c i e n t  i n  b lo c k in g ,  ru n n in g ,  t a c k ­

l i n g ,  and i n  e v e ry  o th e r  a r e a  i n  which p r o f i c i e n c y  i s  needed to  make a 

w o r th -w h ile  c o n t r i b u t i o n  t o  th e  team. S im i l a r l y ,  f o r  th e  a p p l i c a n t  to  be 

s u c c e s s f u l  i n  h i s  e f f o r t s  to  s e c u re  a p o s i t i o n  w ith  a company, he m ust be 

a b le  to  d i s p l a y  ev id en ce  t h a t  he p o s s e s s e s  a p l e a s i n g  p e r s o n a l i t y ,  ad e ­

q u a te  e d u c a t io n a l  p r e p a r a t i o n ,  and such o th e r  q u a l i f i c a t i o n s  t h a t  w i l l  

en ab le  him to  make a s i g n i f i c a n t  c o n t r i b u t i o n  to  th e  p a r t i c u l a r  company 

w i th  which he i s  s e e k in g  employment.

F u n c t io n s  o f  th e  A p p l i c a t io n  L e t t e r  and th e  D ata  S heet

The a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t ,  u sed  j o i n t l y ,  shou ld  

p e rfo rm  two d i s t i n c t  f u n c t i o n s .  They a re  as  fo l lo w s :  ( l )  to  r e v e a l

un iq u e  i n d i v i d u a l  c h a r a c t e r i s t i c s  and (2 )  to  p r e s e n t  c o n c re te  ev id en ce  o f  

employment p o t e n t i a l .  The l e t t e r  sh o u ld  s e rv e  to  p e r s o n a l i z e  th e  a p p l i ­

c a n t .  The d a ta  s h e e t  sh o u ld  convey much d e t a i l e d  in f o r m a t io n .

The a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t  shou ld  d i s t i n c ­

t i v e l y  r e v e a l  th e  u n iq u e  q u a l i f i c a t i o n s ,  a b i l i t i e s ,  and t r a i t s  o f  

th e  a p p l i c a n t .

The a p p l i c a n t  sh o u ld  u se  c o n c r e te n e s s ,  d e t a i l ,  and p e r s o n a l  human 

e x p e r i e n c e s  i n  h i s  p a ra g ra p h s  i n  such a manner t h a t  th e  p r o s p e c t iv e  em­

p lo y e r  can l e a r n  abou t th e  a c t i v i t i e s ,  th e  m a jo r  i n t e r e s t s ,  th e  a p t i t u d e s .
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th e  work e x p e r i e n c e ,  and some of t h e  s o - c a l l e d  " l i t t l e "  i n d i v i d u a l  hap­

p en in g s  t h a t  h e lp  t o  m i r r o r  th e  a p p l i c a n t ' s  u n iq u e  p e r s o n a l i t y .  The ap­

p l i c a t i o n  l e t t e r  s h o u ld  n e v e r  sound l i k e  a w h o le sa le  b r o a d c a s t .  The 

l e t t e r  shou ld  be so w r i t t e n  t h a t  i t  w i l l  m eet th e  n eed s  o f  th e  s p e c i f i c  

employment s i t u a t i o n .  The m odel-books t h a t  p u r p o r t  to  o f f e r  a p p l i c a t i o n  

l e t t e r s  t h a t  th e  a p p l i c a n t  can u se  i n  h i s  a t t e m p t s  to  g e t  p o s i t i o n s  n o t  

o n ly  c a l l  f o r  p e r s o n a l  d i s h o n e s ty  on h i s  p a r t  b u t  a l s o  d e s t r o y  any p o s s i ­

b i l i t i e s  t h a t  he m ig h t have i n  e v e n t u a l l y  g e t t i n g  th e  p o s i t i o n  t h a t  he 

r e a l l y  w an ts .  The a p p l i c a n t  would be making a f a t a l  m is ta k e  i f  he a t ­

tem pted  to  e x p re s s  h i s  own i n d i v i d u a l i t y  i n  th e  words o f  someone e l s e .

So p e r s o n a l  i s  a w r i t t e n  a p p l i c a t i o n  t h a t  i t  m ust be th e  i n d i v i d u a l  e f f o r t  

o f  each w r i t e r .  There  sh o u ld  be a s  many d i f f e r e n t  w r i t t e n  a p p l i c a t i o n s  

a s  t h e r e  a r e  a p p l i c a n t s  to  w r i t e  them. The a p p l i c a n t  sh o u ld  a v o id  b o r ­

rowed e x p r e s s io n s .  P a t t e r n i n g  o n e 's  a p p l i c a t i o n s  a f t e r  m odels  w r i t t e n  by 

someone e l s e  i s  d o u b ly  d a n g e ro u s .  F i r s t ,  th e  p l a g i a r i s m  may be d i s ­

covered ;  and seco n d ,  th e  p a t t e r n  i t s e l f  may, i r o n i c a l l y  enough, be much 

p o o r e r  th a n  o n e 's  own l e t t e r .  (A u m e r ,  235, 257, and 262-263)

I f  th e  a p p l i c a n t  o n ly  m ee ts  minimum r e q u i r e m e n t s  f o r  th e  p o s i t i o n ,  

he i s  l i k e l y  to  be no more d i s t i n c t i v e  th a n  m o st  o f  th e  o t h e r s  who a p p ly  

f o r  th e  p o s i t i o n .  The a p p l i c a n t  who g e t s  th e  p o s i t i o n  i s  u s u a l l y  th e  one 

who b r in g s  l i f e  to  h i s  background f a c t s  w i th  m e a n in g fu l  i n t e r p r e t a t i o n s  

o f  th e s e  f a c t s .  He i s  conce rned  w i th  more th a n  th e  minimum re q u ire m e n ts  

t h a t  have been  announced i n  the  a d v e r t i s e m e n t  a b o u t  t h e  p o s i t i o n ;  he lo o k s  

f o r  th o se  e x t r a  t h i n g s  t h a t  he can w r i t e  a b o u t  by " r e a d in g  betw een th e  

l i n e s "  i n  th e  a d v e r t i s e m e n t .  I f  th e  a p p l i c a n t  ch o o ses  to  r e s t r i c t  h i s
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em ploym en t-seek ing  e f f o r t s  to  a l i m i t e d  number o f  p r o s p e c t i v e  em p lo y ers ,  

he can q u i t e  e a s i l y  a d a p t  each  d a ta  s h e e t  to  th e  i n d i v i d u a l  c h a r a c t e r ­

i s t i c s  o f  th e  p o s i t i o n  and to  th e  p r o s p e c t i v e  em ployer h im s e l f .  T h is  

i n d i v i d u a l  t r e a tm e n t  w i l l  a s s i s t  th e  a p p l i c a n t  i n  a t t r a c t i n g  s p e c i a l  a t ­

t e n t i o n  to  h i s  d a t a  s h e e t .  I f  he does n o t  have s u f f i c i e n t  time to  i n ­

d i v i d u a l i z e  h i s  d a t a  s h e e t ,  he may have to  send o u t  q u i t e  s i m i l a r  ones to  

v a r io u s  p r o s p e c t i v e  em p lo y e rs .  The i n d i v i d u a l i z e d  d a t a  s h e e t ,  how ever, 

i s  d e f i n i t e l y  j u s t i f i e d  from  the  tim e v ie w p o in t  when c o m p e t i t io n  f o r  th e  

p o s i t i o n  i s  e s p e c i a l l y  k e e n .  A c t u a l l y ,  no d a ta  s h e e t  sh o u ld  be con­

s i d e r e d  as  a model s in c e  th e  a p p l i c a n t ' s  d a t a  s h e e t ,  a lm o s t  as  much a s  

h i s  a p p l i c a t i o n  l e t t e r ,  s h o u ld  be a d a p te d  to  h i s  own background and to  

th e  r e q u i re m e n ts  o f  th e  s p e c i f i c  p o s i t i o n  f o r  which he i s  a p p ly in g .

(Boyd and L e s i k a r ,  366, 379 , and 384)

The a p p l i c a n t  sh o u ld  r e f l e c t  h i s  u n iq u e  p e r s o n a l i t y  i n  h i s  

w r i t t e n  a p p l i c a t i o n  by r e f e r r i n g  to  th e  e s p e c i a l l y  s i g n i f i c a n t  p e r s o n a l  

c h a r a c t e r i s t i c s  t h a t  a f f e c t  s u c c e s s f u l  p e rfo rm ance  o f  th e  d u t i e s  o f  th e  

p o s i t i o n  w ith  th e  a s s u r a n c e  t h a t  he has  th e s e  c h a r a c t e r i s t i c s  and b e t t e r  

s t i l l  w i th  th e  c o n c r e t e  ev id e n c e  to  s u b s t a n t i a t e  h i s  c l a im .  The a p p l i c a n t  

sh o u ld  in c lu d e  i n  h i s  w r i t t e n  a p p l i c a t i o n  p h ra s e s  t h a t  p r o p e r l y  r e v e a l  

h i s  a t t i t u d e  tow ard  work and h i s  u n d e r s ta n d in g  o f  work c o n d i t i o n s  i n  th e  

company where he i s  a p p l y in g ,  (Menning and W i lk in s o n ,  667)

T r i t e  e x p r e s s io n s  m ust n o t  be u sed  by th e  a p p l i c a n t .  N e i t h e r  

sh o u ld  he use  e i t h e r  a f l o r i d  o r  a b o o k ish  s t y l e  o f  w r i t i n g .  The f l o r i d  

s t y l e  g iv e s  an im p re s s io n  o f  i n s i n c e r i t y  and a f f e c t a t i o n — b o th  v e r y  l i k e l y  

re g a rd e d  a s  n e g a t iv e  q u a l i t i e s  i n  the  mind o f  th e  p r o s p e c t i v e  em ployer .

The a p p l i c a n t ' s  l e t t e r  to n e  m ust be s t r a i g h t f o r w a r d  w i th  d i c t i o n  t h a t  i s
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sim ple  and b u s i n e s s l i k e .  When w r i t i n g  e i t h e r  an i n v i t e d  o r  an u n in v i t e d  

a p p l i c a t i o n  l e t t e r ,  such p a r t i c i p i a l  open ings  a s  "R ep ly in g  to  y o u r  a d v e r ­

t i s e m e n t  " B e l i e v in g  t h a t  t h e r e  i s  an  o p p o r tu n i ty  . . . and

"Having re a d  y o u r  ad  . . . sh o u ld  d e f i n i t e l y  be a v o id e d .  A ls o ,  a s  much 

a t t e n t i o n  shou ld  be g iv e n  to  i n d i v i d u a l i t y  i n  th e  e n d in g  o f  th e  a p p l i c a ­

t i o n  l e t t e r  a s  in  Ifae o p en in g .  ( P a r k h u r s t ,  180, 182, 185, and 187)

The a p p l i c a n t ' s  chance f o r  s u c c e s s  w i th  h i s  w r i t t e n  a p p l i c a t i o n  

l i k e l y  depends e i t h e r  upon h i s  a b i l i t y  to  p r e s e n t  a  d i s t i n c t i v e  p i c t u r e  

o f  h i s  o v e r a l l  q u a l i f i c a t i o n s  f o r  d o ing  th e  work t h a t  th e  p r o s p e c t i v e  

em ployer w ants  done o r  upon h i s  a b i l i t y  to  conv ince  him t h a t  he w i l l  i n  

tim e become a w o r th -w h i le  a d d i t i o n  t o  h i s  ccmpany. The b e g in n in g  o f  th e  

a p p l i c a t i o n  l e t t e r  sh o u ld  be d i r e c t ,  s im ply  p h ra s e d ,  and p l e a s i n g l y  i n ­

d i v i d u a l .  This  b e g in n in g  sh o u ld  n e v e r ,  o f  c o u r s e ,  be d i f f e r e n t  in  th e  

sen se  t h a t  i t  i s  c l e v e r .  A l l  o f  th e  a p p l i c a n t s  who a r e  b e in g  s e r i o u s l y  

c o n s id e re d  f o r  a p o s i t i o n  w i l l  p o s s e s s  th e  b a s i c  q u a l i f i c a t i o n s .  The 

f i n a l  d e c i s i o n  a s  to  who g e t s  th e  p o s i t i o n  w i l l  l i k e l y  be a f f e c t e d  by th e  

f r i n g e  q u a l i f i c a t i o n s  o f  the  a p p l i c a n t .  Work e x p e r ie n c e  and s k i l l s  i n  

such  a r e a s  a s  b u s in e s s  law, m a rk e t in g ,  econom ics , l e t t e r  w r i t i n g ,  and 

r e p o r t  w r i t i n g  shou ld  c e r t a i n l y  be m en tioned  by th e  a p p l i c a n t .  The p r e s ­

e n t a t i o n  o f  th e  in f o r m a t io n  c o n c e rn in g  t h e s e  a r e a s  may o n ly  be l i s t e d  on 

th e  d a ta  s h e e t .  S p e c ia l  t r a i n i n g  i n  one o r  more of t h e s e  a r e a s  may w e l l  

be d e a l t  w i th  a t  g r e a t e r  l e n g t h  i n  th e  a p p l i c a t i o n  l e t t e r ,  th e re b y  

a s s i s t i n g  th e  a p p l i c a n t  i n  h i s  a t t e m p t  t o  i n d i v i d u a l i z e  h i s  w r i t t e n  ap­

p l i c a t i o n .  (S m a r t ,  McKelvey, and  G erfen ,  461, 471, and 477)

The need f o r  th e  a p p l i c a n t  to  p r e s e n t  a d i s t i n c t i v e  a p p l i c a t i o n  

l e t t e r  and d a ta  s h e e t  i s  em phasized  i n  each  o f  t h e  te x tb o o k s  u s e d .  Some
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of the  te x tb o o k s  a r e  n o t  so e x t e n s iv e  i n  t h e i r  coverage  o f  t h i s  a s p e c t  

a s  a r e  o t h e r s ,  b u t  th e  em phasis  i s  d e f i n i t e  i n  each book. The a c t u a l  

coverage  devo ted  t o  t h i s  p h ase  o f  the  a p p l i c a t i o n  l e t t e r  and th e  d a ta  

s h e e t  i n  t h e  te x tb o o k s  fo l lo w s :

Number o f  L ines  
A u th o r ( s )  i n  Coverage

A urner  . .  .............................................................. 153 3 /4
Boyd and L e s i k a r   51 l / 2
Menning and W i lk in so n   .................................. 0 l / 2
P a r k h u r s t ....................» ..........................................  49 l / 3
Smart, McKelvey, and G e r f e n ........................  48

The a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t  sh o u ld  show i n  a

c o n c re te  and c o n c is e  manner t h a t  th e  i n d i v i d u a l  has  th e  p o te n ­

t i a l  f o r  p e r fo rm in g  i n  th e  p o s i t i o n  t h a t  he i s  s e e k in g  by r e ­

v e a l in g  how h i s  q u a l i f i c a t i o n s  m eet th e  r e q u i re m e n ts  o f  t h i s  

p o s i t i o n .

The a p p l i c a n t  sh o u ld  convey h i s  background i n  the  form o f  f a c t s  

t h a t  a r e  i n t e r e s t i n g l y  p r e s e n te d ,  w i th o u t  h ig h  p r e s s u r e ,  and keyed to  the  

r e q u ire m e n ts  o f  t h e  p o s i t i o n  f o r  which he i s  a p p ly in g .  He sh o u ld  f i t  

t o g e t h e r  th e  " t e e t h  o f  two g e a r s " —what he can do shou ld  "g ea r"  i n t o  what 

m ust be done. He sh o u ld  th e n  show h i s  p r o s p e c t i v e  em ployer how th e se  

two " g e a r s "  m ig h t work w e ll  t o g e t h e r .  The p r o s p e c t i v e  em ployer may be 

e s p e c i a l l y  i n t e r e s t e d  i n  l e a r n i n g  w h e th e r  th e  a p p l i c a n t ,  th ro u g h  h i s  w r i t ­

t e n  a p p l i c a t i o n ,  i s  a b l e  to  show i n  a c l e a r  and c o n c re te  manner t h a t  h i s  

q u a l i f i c a t i o n s  f o r  th e  p o s i t i o n  w i l l  e n a b le  him to  do som ething f o r  th e  

em ployer.  He w i l l  p ro b a b ly  be i n t e r e s t e d  i n  l e a r n i n g  a l s o  ab o u t  th e  over­

a l l  q u a l i f i c a t i o n s  o f  the  a p p l i c a n t ,  such  a s  h i s  e d u c a t io n a l  background .
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h i s  knowledge of th e  p o s i t i o n ,  and th e  ty p e s  o f  work t h a t  he m ost e n jo y s  

d o in g .  (A u m e r ,  235, 238, and 240)

The a p p l i c a n t  sh o u ld  a t t e m p t  to  v i s u a l i z e  w hat he can  c o n t r i b u t e  

now to  th e  p o s i t i o n  f o r  w hich he i s  a p p ly in g  and  how he m ig h t  be a b l e  t o  

become i n c r e a s i n g l y  more v a lu a b le  to  th e  p r o s p e c t i v e  em ployer .  The a l e r t  

a p p l i c a n t  shou ld  choose from  th e  f a c t s  o f  h i s  background  th e  in f o r m a t io n  

t h a t  b e s t  shows how he m e e ts  each  r e q u i re m e n t  of th e  company. He sh o u ld  

be e s p e c i a l l y  c a r e f u l  t o  show t h a t  each  s p e c i f i c a t i o n  i s  m et c l e a r l y  

inasmuch a s  f a i l u r e  t o  comment on even one s p e c i f i c a t i o n  m ig h t  e i t h e r  

im m ed ia te ly  e l i m i n a t e  him from c o n t e n t io n  f o r  t h e  p o s i t i o n  o r  j u s t  p o s t ­

pone h i s  e l im i n a t io n  u n t i l  a fo l lo w -u p  c o n t a c t  i s  made by th e  a p p l i c a n t .  

Shortcom ings o f  th e  a p p l i c a n t  shou ld  be m en tioned  to o ;  b u t ,  o f  c o u r s e ,  

he sh o u ld  m inim ize  th e s e  w i th  l o g i c a l  e x p l a n a t i o n s .  (Boyd and L e s i k a r ,  

353 and 365)

What th e  a p p l i c a n t  does  when he a n a ly z e s  h im s e l f  i n  te rm s  o f  a 

p o s i t i o n  i s  to  c o n s i d e r  two q u e s t i o n s :  What does  th e  company w ant? What

does  he have? P ro b a b ly  th e  o n ly  r e a s o n  why th e  a p p l i c a n t  w i l l  e v e r  g e t  

a p o s i t i o n  i s  t h a t  the  p r o s p e c t i v e  em ployer b e l i e v e s  t h a t  he w i l l  be a b l e  

t o  perfo rm  some u s e f u l  s e r v i c e .  When th e  a p p l i c a n t  i s  p u t  on th e  p a y r o l l  

o f  th e  company, work i s  c a l l e d  f o r  on th e  p a r t  o f  th e  new em ployee. The 

s im p l e s t ,  e a s i e s t ,  and m ost e f f e c t i v e  way to  t h i n k  a b o u t ,  t o  t a l k  a b o u t ,  

and to  w r i t e  a b o u t  work i s  from th e  s t a n d p o i n t  o f  do in g  som eth ing  f o r  th e  

p r o s p e c t i v e  em p loyer .  The a p p l i c a n t  shou ld  r e l a t e  h i s  s t r o n g e s t  p o i n t s  

o f  p r e p a r a t i o n  to  w h a te v e r  th e  p r o s p e c t iv e  em p loyer  h as  i n d i c a t e d  t h a t  he 

w ants  done. The w e a k e s t  p o i n t s  o f  th e  a p p l i c a n t  s h o u ld  be p r e s e n te d  in  

th e  m idd le  p o r t i o n  o f  th e  w r i t t e n  a p p l i c a t i o n  and sh o u ld  be c o r r e l a t e d .
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i f  p o s s i b l e ,  w i th  some p o s i t i v e  p o i n t  o f  p r e p a r a t i o n .  (Menning and 

W i lk in s o n ,  394 and 418-419)

The a p p l i c a n t  shou ld  d e te rm in e  bo th  th e  v o c a t io n a l  and th e  p e r ­

so n a l  r e q u i r e m e n ts  o f  an employment o p p o r tu n i ty .  He shou ld  compare th e s e  

r e q u i r e m e n ts  w i th  h i s  own q u a l i f i c a t i o n s .  He shou ld  ask  h im s e l f  how w e ll  

th e  two c o in c id e  and to  what e x t e n t  h i s  e d u c a t io n ,  e x p e r ie n c e ,  and p e r ­

s o n a l i t y  t r a i t s  m eet th e s e  r e q u i r e m e n t s .  The a p p l i c a n t  shou ld  show i n  

h i s  w r i t t e n  a p p l i c a t i o n  t h a t  he has th e  c a p a c i t y  to  grow, to  d e v e lo p ,  and 

to  expand a s  h i s  r e s p o n s i b i l i t i e s  a r e  i n c r e a s e d  by th e  conçany . He should  

a l s o  show t h a t  he has the  d e s i r e  t o  assume g r e a t e r  r e s p o n s i b i l i t i e s .  He 

sh o u ld  i n d i c a t e  a n a t u r a l  i n t e r e s t  i n  th e  work f o r  which he i s  a p p ly in g .  

The p r o s p e c t i v e  em ployer shou ld  become conv inced  t h a t  th e  a p p l i c a n t  be­

l i e v e s  i n  h im s e l f ,  t h a t  he i s  i n t e r e s t e d  i n  h i s  b u s i n e s s ,  and t h a t  he 

p o s s e s s e s  a d a p t a b i l i t y  and v e r s a t i l i t y .  ( P a r k h u r s t ,  179-180 and 185-186)

The a p p l i c a n t  w i l l  n o t  be a b l e  to  succeed  i n  h i s  e f f o r t s  to  s e c u re  

th e  p o s i t i o n  u n le s s  he can e i t h e r  p r e s e n t  a d i s t i n c t i v e  p i c t u r e  o f  p re p ­

a r a t i o n  f o r  work t h a t  th e  p r o s p e c t i v e  em ployer n eed s  to  have  done o r  con­

v in c e  him t h a t  he  can deve lop  i n t o  a v a lu a b le  p a r t  o f  h i s  company. The 

p r o s p e c t i v e  em ployer may be w i l l i n g  and p r e p a re d  to  p ro v id e  th e  spe ­

c i a l i z e d  t r a i n i n g  t h a t  th e  a p p l i c a n t  m ust have i n  o r d e r  to  work f o r  th e  

company, b u t  he shou ld  be conv inced  by th e  a p p l i c a n t  t h a t  he w i l l  be a b le  

t o  a b s o rb  th e  t r a i n i n g  t h a t  i s  p ro v id e d  him and t h a t  he w i l l  d ev e lo p  i n t o  

a v a l u a b le  employee f o r  th e  company. (S m a r t ,  McKelvey, and G erfen ,  46] 

and 480)

Each o f  th e  f i v e  te x tb o o k s  s t r e s s e s  the  im p o r tan ce  o f  th e  a p p l i ­

c a n t ' s  r e l a t i n g  h i s  q u a l i f i c a t i o n s  t o  th e  r e q u i re m e n ts  o f  th e  p o s i t i o n
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t h a t  he i s  s e e k in g .  A lthough  some o f  th e  te x tb o o k s  g iv e  a more e x te n ­

s iv e  coverage  o f  th is  a s p e c t  o f  th e  a p p l i c a t i o n  l e t t e r  and th e  d a ta  s h e e t  

th a n  o t h e r s ,  th e  em phasis  i s  c l e a r  i n  each  book. The a c t u a l  coverage  i s  

a s  fo l lo w s :

Number o f  L in es  
A u th o r ( s )  i n  Coverage

A u r n e r ............................................................................  29 3 /4
Boyd and L e s i k a r   109 2 /3
Menning and W ilk in son  ......................................  276
P a r k h u r s t ...................................................................  27
Sm art,  McKelvey, and G e rfe n  . . . . . .  8

The a p p l i c a t i o n  l e t t e r  s h o u ld  s e rv e  a s  th e  i n s t r u m e n t  th ro u g h  

which th e  a p p l i c a n t  p e r s o n a l i z e s  h im s e l f  i n  th e  mind o f  th e  p ro ­

s p e c t i v e  em p lo y er .

In  a v e ry  im p o r ta n t  s e n s e ,  th e  a p p l i c a t i o n  l e t t e r  i s  an  a p p l i c a n t -  

s e l l i n g  com m unica tion . The a p p l i c a n t  m ust s p e c i f i c a l l y  and p e r s u a s i v e l y  

p r e s e n t  in f o r m a t io n  a b o u t  h i s  t r a i n i n g ,  s k i l l ,  know ledge , s e r v i c e ,  and 

^ i l i t y  i n  a v e ry  p e r s o n a l  form . The l e t t e r  i s  h i s  a c c r e d i t e d  r e p r e s e n t a ­

t i v e ,  h i s  c h i e f  am bassado r .  The l e t t e r  shows w hat he t h i n k s  he i s  and 

g iv e s  th e  p r o s p e c t i v e  em ployer th e  a p p l i c a n t ' s  own p i c t u r e  o f  h im s e l f .  

A c tu a l ly ,  he i s  s a y in g  t h a t  he i s  r e a d y  e i t h e r  to  s ta n d  o r  to  f a l l  by 

th e  im p re s s io n  t h a t  th e  l e t t e r  m akes. The l e t t e r  sh o u ld  be c o n c re te  and 

sh o u ld  c o n ta in  th e  h i g h l i g h t s  o f  th e  a p p l i c a n t ' s  b ackg round . T h is  con­

c r e t e n e s s  shou ld  be b ased  upon c o n v in c in g  d e t a i l s  t h a t  r e f l e c t  th e  v a r io u s  

a c t i v i t i e s  i n  which he h as  been  engaged , h i s  m a jo r  i n t e r e s t s ,  h i s  a p t i ­

tu d e s  f o r  d i f f e r e n t  ty p e s  o f  work, h i s  work e x p e r i e n c e ,  and c e r t a i n  o f  th e  

" l i t t l e "  i n d i v i d u a l  h ap p en in g s  and accom plishm en ts  t h a t  m i r r o r  h i s  p e r ­

s o n a l i t y .  The l e t t e r  sh o u ld  g iv e  a w e l l - ro u n d e d  im p re s s io n  of th e
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background and th e  a b i l i t y  o f  th e  a p p l i c a n t .  The l e t t e r  i s  the  p la c e  to  

show h i s  p e r s o n a l i t y ,  i n d i v i d u a l i t y ,  and c a p a c i t y .  (A u rn e r ,  237, 257, 

and 264)

The a p p l i c a n t  sh o u ld  be a b l e  t o  convey a t r u e  p i c t u r e  o f  h im s e l f  

th ro u g h  the  in f o r m a t io n  t h a t  he p r e s e n t s  i n  h i s  l e t t e r  and th rough  the  

w r i t i n g  s t y l e  t h a t  he u s e s .  He shou ld  s t r i v e  to  i n t e r p r e t  h im s e l f  th ro u g h  

h i s  w r i t i n g  s t y l e  and th ro u g h  th e  f a c t s  t h a t  he p r e s e n t s .  The p ro s p e c ­

t i v e  em ployer sh o u ld  have a r a t h e r  good id e a  abou t th e  ty p e  o f  p e r s o n a l i t y  

t h a t  tn e  a p p l i c a n t  p o s s e s s e s  a f t e r  he r e a d s  th e  a p p l i c a n t ' s  l e t t e r .  The 

l e t t e r  p ro v id e s  a good o p p o r tu n i ty  f o r  th e  a p p l i c a n t  to  i n d i c a t e  som eth ing  

o f  h i s  a t t i t u d e  tow ard th e  p o s i t i o n  f o r  which he i s  a p p ly in g .  (Boyd and 

L e s i k a r ,  364)

The a p p l i c a t i o n  l e t t e r  m ust a c c u r a t e l y  r e f l e c t  th e  a p p l i c a n t ' s  

p e r s o n a l i t y  and a p t i t u d e s .  The w r i t e r  sh o u ld  em phasize and  c l e a r l y  r e ­

l a t e  h i s  c e n t r a l  s e l l i n g  p o i n t  to  th e  needs  and th e  i n t e r e s t s  o f  th e  p r o ­

s p e c t i v e  em ployer.  T h is  c e n t r a l  s e l l i n g  p o i n t  may he based  upon e i t h e r  

th e  a p p l i c a n t ' s  t r a i n i n g ,  work e x p e r i e n c e ,  p e r s o n a l  q u a l i t i e s ,  o r  some 

com bina tion  o f  t h e s e .  I n  th e  l e t t e r ,  th e  a p p l i c a n t  shou ld  i n t e r p r e t  th e  

h i g h l i g h t s  o f  h i s  d a ta  s h e e t  so t h a t  th e  p r o s p e c t i v e  em ployer w i l l  see  

th e  r e l a t i o n s h i p  betw een th e  a p p l i c a n t ' s  background and th e  r e q u i re m e n ts  

o f  th e  p o s i t i o n .  I f  t h e  a p p l i c a n t  b e l i e v e s  t h a t  he p o s s e s s e s  c e r t a i n  

d e f i c i e n c i e s  t h a t  need to  be d i s c u s s e d ,  he shou ld  b r in g  th e s e  o u t  i n  h i s  

l e t t e r .  These d e f i c i e n c i e s ,  such a s  p h y s i c a l  h a n d ic a p s  and a g e ,  shou ld  

be embedded i n  the  l e t t e r  and r e v e a le d  w i th  a s  much p o s i t i v e  in f o r m a t io n  

a s  p o s s i b l e .  (Menning and W ilk in so n ,  408, 410, and 412)
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In  th e  a p p l i c a t i o n  l e t t e r ,  th e  a p p l i c a n t  shows h i s  i n d i v i d u a l i t y ,  

i n g e n u i t y ,  and know ledge. The a p p l i c a n t ,  th ro u g h  h i s  l e t t e r ,  sh o u ld  p r e ­

s e n t  a tone  o f  c h e e r f u l n e s s ,  op tim ism , s e l f - r e l i a n c e ,  and s e l f - c o n f i d e n c e .  

These q u a l i t i e s ,  a lo n g  w ith  v a r io u s  o t h e r  d e s i r a b l e  ones  t h a t  th e  a p p l i ­

c a n t  p o s s e s s e s ,  shou ld  be h e l p f u l  to  him in  h i s  a t t e m p t s  to  co n v in ce  th e  

p r o s p e c t i v e  em ployer t h a t  he can  be o f  r e a l  d o l l a r s - a n d - c e n t s  v a lu e  to  

him. As th e  a p p l i c a n t  r e f e r s  t o  h i s  e d u c a t io n  and h i s  e x p e r i e n c e ,  he w i l l  

l i k e l y  g iv e  th e  p r o s p e c t i v e  em ployer some id e a  o f  h i s  q u a l i f i c a t i o n s ;  b u t  

th e  a p p l i c a n t  sh o u ld  remember t h a t  th e  l e t t e r  i t s e l f  may be t a k e n  a s  con­

c r e t e  e v id en ce  o f  what he knows and can d o ,  ( P a r k h u r s t ,  178 and 180)

I f  th e  a p p l i c a n t  p r e s e n t s ,  i n  h i s  l e t t e r ,  a l l  of th e  in f o r m a t io n  

a b o u t  h im s e l f  t h a t  he b e l i e v e s  i s  im p o r ta n t ,  th e  l e t t e r  w i l l  p ro b a b ly  be 

too  lo n g ,  w i th  th e  r e a d e r ' s  l i k e l y  g e t t i n g  v e r y  l i t t l e  a c t u a l  h e lp  from 

i t  i n  h i s  a t t e m p t s  t o  e v a lu a te  th e  a p p l i c a n t  f o r  th e  p o s i t i o n .  U s u a l ly ,  

t h e r e f o r e ,  w r i t t e n  a p p l i c a t i o n s  c o n s i s t  o f  two p a r t s :  a r a t h e r  s h o r t

l e t t e r  t h a t  h i g h l i g h t s  th e  m ost s i g n i f i c a n t  p h a s e s  o f  th e  a p p l i c a n t ' s  back­

ground and a d a ta  s h e e t  t h a t  p r e s e n t s  a d e t a i l e d  a c c o u n t  o f  h i s  background. 

B ecause th e  a p p l i c a n t  p r e s e n t s  h i s  com ple te  s t o r y  on th e  d a ta  s h e e t ,  h i s  

l e t t e r  can be s h o r t e r  and more r e a d a b le .  The l e t t e r  can  em phasize th o se  

p h a s e s  o f  the  a p p l i c a n t ' s  e x p e r i e n c e  and e d u c a t io n  i h a t  e s p e c i a l l y  q u a l i f y  

him f o r  th e  p o s i t i o n  t h a t  he i s  s e e k in g .  (S m a r t ,  McKelvey, and G e rfe n ,  

463-464)

The need f o r  th e  a p p l i c a n t  to  p e r s o n a l i z e  h im s e l f  th ro u g h  h i s  ap­

p l i c a t i o n  l e t t e r  i s  em phasized i n  each o f  th e  f i v e  t e x tb o o k s .  Even 

though th e  e x t e n s iv e n e s s  o f  th e  coverage  v a r i e s ,  th e  em phasis  i s  d e f i n i t e
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i n  each  book. The a c t u a l  coverage  g iv e n  to  th e  id e a  of p e r s o n a l i z i n g  i s  

a s  f o l lo w s :

Number o f  L in es  
A u th o r ( s )  i n  Coverage

A u r n e r ............................................................................  56
Boyd and L e s i k a r   .................................. 8 l / 2
Menning and W ilk in so n  ....................................... 13
P a r k h u r s t ................... .... ..........................................  15 l / 2
Sm art,  McKelvey, and G erfen  ........................  10

The d a ta  s h e e t  sh o u ld  s e rv e  a s  th e  in s t r u m e n t  th ro u g h  which 

th e  a p p l i c a n t  im p e r s o n a l ly  conveys a r e l a t i v e l y  l a r g e  q u a n t i t y  

o f  d e t a i l e d ,  c l a s s i f i e d  i n f o r m a t io n  t o  th e  p r o s p e c t i v e  em p lo y e r .

The t a b u l a r  form o f t h e  d a ta  s h e e t  h e lp s  t o  keep th e  a p p l i c a t i o n  

l e t t e r  from b e in g  to o  d e t a i l e d .  The a p p l i c a n t  sh o u ld  c a t e g o r i z e  h i s  i n ­

fo rm a t io n  u n d e r  h e a d in g s  t h a t  m eet th e  r e q u i re m e n ts  o f  th e  p a r t i c u l a r  

a p p l i c a t i o n  s i t u a t i o n .  The d a ta  s h e e t  i s  a c o n c i s e  a d a p t a t i o n  o f  th e  

e l a b o r a t e ,  p r i n t e d  a p p l i c a t i o n  b la n k s  u s e d  by many l a r g e  o r g a n i z a t i o n s  

f o r  r e c o r d in g  d a t a  a b o u t  a p p l i c a n t s .  (A u rn e r ,  264-266)

I f  th e  a p p l i c a n t  w i l l  p r e s e n t  such  in f o r m a t io n  as  r e f e r e n c e s ,  em­

p loym ent r e c o r d s ,  and v i t a l  s t a t i s t i c s ,  i n  th e  form of a t a b u l a t e d  s h e e t ,  

he w i l l  convey a more n e a r l y  cœ np le te  w r i t t e n  a p p l i c a t i o n  th a n  i f  he 

a t t e m p t s  t o  g iv e  a l l  o f  th e  i n f o r m a t io n  a b o u t  h im s e l f  i n  th e  a p p l i c a t i o n  

l e t t e r  i t s e l f .  The a p p l i c a n t  w i l l  l i k e l y  d i s c o v e r  t h a t  he has  many im­

p o r t a n t  p o i n t s  t o  p r e s e n t  a b o u t  h i s  background and t h a t  some o f  t h e s e  might 

w e l l  become q u i t e  t e d i o u s  to  r e a d .  By u s in g  th e  d a ta  s h e e t ,  how ever, he 

can t a b u l a t e  th e  d e t a i l s  f o r  q u ick  r e f e r e n c e .  The a p p l i c a n t  can th e n  use  

th e  a p p l i c a t i o n  l e t t e r  to  em phasize th e  o u t s t a n d in g  s a l e s  p o i n t s  o f  h i s  

background p r e p a r a t i o n .  T h is  im p e rso n a l  d a ta  s h e e t  p ro b a b ly  p o s s e s s e s
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i n  each  book. The a c t u a l  coverage  g iv e n  to  th e  id e a  o f  p e r s o n a l i z i n g  i s  

a s  fo l lo w s :

Number of L ines  
A n th o r ( s )  i n  Coverage

A u r n e r ............................................................................  56
Boyd and L e s i k a r ........................ .... .......................  8 l / 2
Menning and W ilk in so n  ....................................... 13
P a r k h u r s t ................................................................... 15 l / 2
Sm art,  McKelvey, and G erfen  ........................  10

The d a ta  s h e e t  sh o u ld  s e rv e  a s  th e  i n s t r u m e n t  th ro u g h  which 

th e  a p p l i c a n t  im p e r s o n a l ly  conveys a r e l a t i v e l y  l a r g e  q u a n t i t y  

o f  d e t a i l e d ,  c l a s s i f i e d  in f o r m a t io n  t o  th e  p r o s p e c t i v e  em p lo y e r .

The t a b u l a r  form o f  th e  d a ta  s h e e t  h e l p s  t o  keep  th e  a p p l i c a t i o n  

l e t t e r  from b e in g  to o  d e t a i l e d .  The a p p l i c a n t  sh o u ld  c a t e g o r i z e  h i s  i n ­

fo rm a t io n  u n d e r  h e a d in g s  t h a t  m eet t h e  r e q u i re m e n ts  o f  th e  p a r t i c u l a r  

a p p l i c a t i o n  s i t u a t i o n .  The d a ta  s h e e t  i s  a c o n c i s e  a d a p t a t i o n  o f  th e  

e l a b o r a t e ,  p r i n t e d  a p p l i c a t i o n  b la n k s  u se d  by many l a r g e  o r g a n i z a t i o n s  

f o r  r e c o r d in g  d a ta  a b o u t  a p p l i c a n t s .  (A u rn e r ,  264-266)

I f  th e  a p p l i c a n t  w i l l  p r e s e n t  such  in f o r m a t io n  as  r e f e r e n c e s ,  em­

p loym ent r e c o r d s ,  and v i t a l  s t a t i s t i c s ,  i n  th e  form of a t a b u l a t e d  s h e e t ,  

he w i l l  convey a more n e a r l y  com plete  w r i t t e n  a p p l i c a t i o n  th a n  i f  he 

a t t e m p t s  t o  g iv e  a l l  of t h e  in f o r m a t io n  ab o u t  h im s e l f  i n  th e  a p p l i c a t i o n  

l e t t e r  i t s e l f .  The a p p l i c a n t  w i l l  l i k e l y  d i s c o v e r  t h a t  he has  many im­

p o r t a n t  p o i n t s  to  p r e s e n t  a b o u t  h i s  background  and t h a t  some o f  t h e s e  might 

w e l l  become q u i t e  t e d io u s  to  r e a d .  By u s in g  t h e  d a t^  s h e e t ,  how ever, he 

can t a b u l a t e  th e  d e t a i l s  f o r  q u ic k  r e f e r e n c e .  The a p p l i c a n t  can th e n  use  

th e  a p p l i c a t i o n  l e t t e r  t o  em phasize th e  o u t s t a n d in g  s a l e s  p o i n t s  o f  h i s  

background p r e p a r a t i o n .  T h is  im p e rs o n a l  d a t a  s h e e t  p ro b a b ly  p o s s e s s e s
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few i n t e r e s t - a t t r a c t i n g  q u a l i t i e s  o f  i t s  own and l i k e l y  becomes s i g n i f i ­

c a n t  o n ly  when the  p r o s p e c t i v e  em ployer h as  f i r s t  d ev e lo p ed  i n t e r e s t  i n  

the  a p p l i c a t i o n  l e t t e r  i t s e l f .  The d a ta  s h e e t  i n f o r m a t io n  i s  p r e s e n te d  

in  an o b j e c t i v e  manner a s  th e  a p p l i c a n t  makes use  o f  t h i r d - p e r s o n  p r o ­

nouns o n ly .  (Boyd and L e s ik a r ,  367, 378-379, and 388)

The a p p l i c a n t ,  i n  p r e s e n t i n g  th e  n e c e s s a ry  d e t a i l s  ab o u t  h im s e l f  

i n  th e  d a t a  s h e e t  and w i th o u t  t a k in g  up too  much s p a c e ,  m ust fo l lo w  

e f f e c t i v e  o u t l i n e  p r i n c i p l e s  and  fo rm . The use  o f  t a b u l a t i o n ,  noun 

p h r a s e s ,  h e a d in g s ,  un ifo rm  i n d e n t i o n s  f o r  rows and columns o f  i n f o r m a t io n ,  

and p a r a l l e l  c o n s t r u c t i o n  sh o u ld  e n a b le  the  p r o s p e c t i v e  em ployer t o  r e a d  

th e  d a ta  s h e e t  e a s i l y  and q u i c k ly .  Inasmuch a s  th e  d a ta  s h e e t  in fo rm a ­

t i o n  i s  u s u a l l y  p r e s e n te d  i n  im p e rso n a l  s t y l e ,  o p in io n s  by th e  a p p l i c a n t  

r a r e l y  a p p e a r  on th e  s h e e t .  No b e s t  form e x i s t s  f o r  th e  d a ta  s h e e t .

The a p p l i c a n t  shou ld  use  th e  f o r a  t h a t  does  th e  b e s t  jo b  f o r  him i n  

f a v o r a b l y  p r e s e n t i n g  h i s  q u a l i f i c a t i o n s  f o r  th e  p o s i t i o n  t h a t  he s e e k s .

I f  he d o e s  n o t  e n c lo s e  a d a ta  s h e e t  w i th  h i s  a p p l i c a t i o n  l e t t e r ,  he v e r y  

l i k e l y  sh o u ld  o f f e r  t o  p ro v id e  one f o r  th e  p r o s p e c t i v e  em ployer.  (Menning 

and W ilk in so n ,  401 and 667)

The d a ta  s h e e t  p rom otes  th e  s u p p o r t in g  v e r i f i a b l e  d e t a i l s  a b o u t  

th e  a p p l i c a n t .  These d e t a i l s  sh o u ld  be c l a s s i f i e d  a s  to  h i s  e d u c a t io n ,  

work e x p e r i e n c e ,  p e r s o n a l  q u a l i f i c a t i o n s ,  and so f o r t h .  The d a t a  s h e e t ,  

a l th o u g h  q u i t e  im p o r ta n t  t o  th e  a p p l i c a n t ,  sh o u ld  n o t  ta k e  th e  p la c e  o f  

th e  a p p l i c a t i o n  l e t t e r ,  th e  m ost p e r s o n a l  b u s in e s s  l e t t e r  t h a t  he w i l l  

l i k e l y  e v e r  w r i t e .  P r o s p e c t i v e  em ployers  seem to  p r e f e r  to  r e c e iv e  a p p l i ­

c a t i o n  l e t t e r s  t h a t  a r e  accompanied w i th  d a t a  s h e e t s .  The a p p l i c a n t  

sh o u ld  u s u a l l y  c l a s s i f y  h i s  background  in f o r m a t io n  u n d e r  a p p r o p r i a t e
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h e a d in g s ,  such a s  P e r s o n a l  I n fo rm a t io n  (name, d a te  and p la c e  o f  b i r t h ,  

h e i g h t ,  w e ig h t ,  m a r i t a l  s t a t u s ,  and so f o r t h ) ;  E d u c a t io n ;  P r a c t i c a l  

T ra in in g  and E x p e r ie n c e ;  and R e fe r e n c e s .  J u s t  how many h ea d in g s  th e  a p ­

p l i c a n t  w i l l  u se  and the  o r d e r  i n  w h ich  he w i l l  p r e s e n t  them w i l l  v a ry  

a c c o rd in g  to  th e  p a r t i c u l a r  employment s i t u a t i o n  t h a t  f a c e s  him . (P a rk ­

h u r s t ,  178 and 187-188)

The d a ta  s h e e t  in f o r m a t io n  sh o u ld  be p r e s e n t e d  i n  a com pact, e a s y -  

t o - r e a d  fo rm . The d e t a i l e d  m a t e r i a l  a b o u t  th e  a p p l i c a n t ' s  e d u c a t io n ,  

e x p e r i e n c e ,  p h y s ic a l  and p e r s o n a l  q u a l i t i e s ,  and r e f e r e n c e s  shou ld  be i n ­

c lu d e d .  C e r t a i n l y ,  no b e s t  manner i s  p r e s e n t  i n  which t o  d i s p l a y  t h i s

m a t e r i a l .  The e f f e c t i v e  d a t a  s h e e t ,  how ever, i s  a lw ays  d e s ig n e d  to  con­

vey a t t r a c t i v e ,  r e a d a b le  in f o r m a t io n  t h a t  can  be e a s i l y  and q u ic k ly

checked by th e  p r o s p e c t i v e  em ployer.  (S m art ,  McKelvey, and G erfen ,  464)

Each o f  th e  f i v e  te x tb o o k s  s t r e s s e s  th e  im p o r ta n c e  o f  th e  d a ta  

s h e e t  t o  th e  a p p l i c a n t  i n  h i s  p r e s e n t i n g  a d e t a i l e d  a c c o u n t  o f  h i s  back ­

g ro u n d . The a c t u a l  coverage  g iv e n  to  th e  d a t a  s h e e t  f o l lo w s :

Number o f  L ines  
A u th o r ( s )  i n  Coverage

A u m e r   15 2 /3
Boyd and L e s i k a r     13 l / 2
Menning and W ilk in so n  ......................................  24
P a r k h u r s t ..................................................................  15 l / 2
Sm art,  McKelvey, and G e r f e n ....................... 38 l / 2

The a p p l i c a n t  shou ld  u se  th e  l e t t e r  and th e  d a t a  s h e e t  to  p e r fo rm

th e  a c t i o n s  t h a t  m ost a p p r o p r i a t e l y  c h a r a c t e r i z e  them. These two i n s t r u ­

m ents m ust r e v e a l  t o  th e  p r o s p e c t i v e  em ployer i n  a v i v i d ,  c tm ip le te ,  and 

c o n c is e  m anner t h a t  he p o s s e s s e s  th e  p o t e n t i a l  f o r  p e r fo rm in g  i n  th e  

p o s i t i o n  t h a t  he i s  s e e k in g .
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C o n te n t  o f  th e  A p p l i c a t i o a  L e t t e r  and th e  D ata S h e e t  

Inasmuch a s  th e  a p p l i c a n t  f o r  a p o s i t i o n  has  c o n s id e r a b l e  m a t e r i a l  

a b o u t  h i s  l i f e  from w hich t o  s e l e c t  i n  p r e p a r i n g  h i s  a p p l i c a t i o n  l e t t e r  

and d a ta  s h e e t ,  he has  t o  be e s p e c i a l l y  c a r e f u l  i n  ch o o s in g  w hat t o  i n ­

clude»  Two a s p e c t s  o f  c o n t e n t  a r e  m ost p e r t i n e n t  to  th e  a p p l i c a t i o n  l e t ­

t e r  and th e  d a ta  s h e e t  a s  th e y  a r e  used  j o i n t l y ;  ( l )  th o s e  " o t h e r  t h i n g s "  

o f  im p o rtan ce  a b o u t  th e  a p p l i c a n t  b e s id e s  e d u c a t io n  and work e x p e r ie n c e  

and ( 2 ) th e  l e n g th ,  th e  n a t u r e ,  and th e  c o m p le te n e ss  of t h e  d e t a i l .  One 

a s p e c t  o f  c o n te n t  p e r t a i n s  to  th e  " s a le s - a p p r o a c h "  used  in  th e  l e t t e r .

The o t h e r  a s p e c t  o f  c o n t e n t  c o n ce rn s  th e  r e f e r e n c e  in f o r m a t io n  in  th e  

d a t a  s h e e t .

The a p p l i c a t i o n  l e t t e r  and the  d a ta  s h e e t  shou ld  d e p i c t  so ­

c i a l  a t t i t u d e s ,  p e r s o n a l  a t t r i b u t e s ,  i n t e r e s t s ,  and even  h o b b ie s  

a s  s i g n i f i c a n t l y  a s  th e y  p o i n t  up th e  e d u c a t io n  and th e  work ex­

p e r i e n c e  o f  th e  a p p l i c a n t .

The a p p l i c a n t ' s  m ost obvious accom plishm en ts  may n o t  be c o n s id e re d  

th e  m ost im p o r ta n t  ones  by th e  p a r t i c u l a r  p r o s p e c t i v e  em ployer.  " L i t t l e  

t h i n g s "  may be th e  d e te rm in in g  f a c t o r s  i n  c o n n e c t io n  w ith  th e  p a r t i c u l a r  

a p p l i c a n t ' s  s e c u r in g  employment. Some i te m  t h a t  he c o n s id e r s  o f  l i t t l e  

im p o rtan ce  may, i n  th e  t h i n k i n g  o f  a p r o s p e c t i v e  em ployer,  s e t  him o f f  

from th e  o th e r s  who have a p p l i e d  f o r  th e  p o s i t i o n .  W hatever t h i s  item  

m ig h t  be i s  e n t i r e l y  u n p r e d i c t a b l e .  (A u rn er ,  258 -259)

The a p p l i c a n t ' s  m o ra l ,  m e n ta l ,  p h y s i c a l ,  and s o c i a l  q u a l i t i e s  a r e  

im p o r ta n t  t o  h i s  employment. In fo rm a t io n  a b o u t  such q u a l i t i e s  h e lp s  to  

i n d i c a t e  how w ell th e  a p p l i c a n t  co u ld  a d j u s t  to  h i s  new work env iro n m en t—
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how he would g e t  a lo n g  w ith  h i s  f e l lo w  w o rk e rs ,  w hat k in d  o f  an im p re s ­

s io n  he would make on th e  com pany 's cu s to m e rs ,  how much he co u ld  be 

t r u s t e d ,  and so f o r t h .  Whenever p e r s o n a l  q u a l i t i e s  c o n s t i t u t e  a m a jo r  

c o n s i d e r a t i o n  (and  p ro b a b ly  th e y  u s u a l l y  d o ) ,  good coverage m ig h t in c lu d e  

o r g a n i z a t i o n  m em berships, s o c i a l  a c t i v i t i e s ,  r e l i g i o u s  a f f i l i a t i o n ,  and 

o th e r  ev id en ce  o f  r e l a t i o n s h i p s  w i th  p e o p le .  (Boyd and L e s ik a r ,  379 

and 388)

The a p p l i c a n t ' s  t r a i n i n g ,  work e x p e r i e n c e ,  and p e r s o n a l  a t t i t u d e s  

and a t t r i b u t e s  c o n s t i t u t e  h i s  q u a l i f i c a t i o n s  f o r  th e  p o s i t i o n  t h a t  he i s  

s e e k in g .  Of th e s e  t h r e e  q u a l i f i c a t i o n  a r e a s ,  h i s  a t t i t u d e s  and a t t r i b u t e s  

may be th e  m ost im p o r ta n t  a r e a  to  th e  p r o s p e c t i v e  em ployer in  c o n n e c t io n  

w i th  th e  a p p l i c a n t ' s  g e t t i n g  th e  p o s i t i o n .  The a p p l i c a n t  shou ld  n o t  b e ­

l i e v e  t h a t ,  because  he  h a s  n o t  e a rn e d  any money th ro u g h  work e x p e r i e n c e ,  

he i s  n o t  a good p r o s p e c t  f o r  a p o s i t i o n .  To some p r o s p e c t i v e  em p lo y ers ,  

p a r t i c i p a t i o n  in  v a r io u s  ty p e s  o f  schoo l a c t i v i t i e s  may be th e  e q u i v a l e n t  

o f  work e x p e r i e n c e ;  and , i n  some i n s t a n c e s ,  th e s e  a c t i v i t i e s  may be even  

more im p o r ta n t  th a n  work e x p e r i e n c e .  The a p p l i c a n t  may have d e v e lo p ed  

b e t t e r  v i s i o n  and judgm ent th ro u g h  such a c t i v i t i e s  th a n  o th e r  a p p l i c a n t s  

may have d eve loped  th ro u g h  work e x p e r ie n c e  i n  a c o n s id e r a b le  number o f  

p o s i t i o n s .  (Menning and W i lk in s o n ,  389-390)

C h e e r fu ln e s s ,  op tim ism , s e l f - r e l i a n c e ,  and s e l f - c o n f i d e n c e  a r e  

v a l u a b le  c h a r a c t e r i s t i c s  f o r  an  a p p l i c a n t .  I f  he has  c o n f id e n c e  i n  him­

s e l f ,  o t h e r s  a r e  o f t e n  i n s p i r e d  to  have c o n f id e n c e  in  him, to o .  The ap ­

p l i c a n t ' s  i n t e r e s t s  and h o b b ie s  may be im p o r ta n t  a s p e c t s  of h i s  p r e p a ra t io n  

f o r  th e  p o s i t i o n  f o r  which he i s  a p p ly in g .  They may w e l l  be more



38

e f f e c t i v e  i n  d e s c r ib i n g  him f o r  th e  p r o s p e c t i v e  em ployer th a n  o th e r  p h ases  

o f  h i s  background, ( P a r k h u r s t ,  180 and 186)

The c o l le g e  a c t i v i t i e s  of th e  a p p l i c a n t  a re  e s p e c i a l l y  h e l p f u l  to  

him i n  making h i s  fo rm al c o u rs e s  more m e a n in g fu l .  I f  t h e s e  a c t i v i t i e s  a re  

r e l a t e d  to  the  p o s i t i o n  f o r  which he i s  a p p l y in g ,  th e y  shou ld  be in c lu d e d  

i n  th e  s e c t i o n  o f  h i s  w r i t t e n  a p p l i c a t i o n  on work e x p e r i e n c e .  Such b a s i c  

p e r s o n a l  q u a l i t i e s  a s  a c c u ra c y ,  i n t e l l i g e n c e ,  judgm ent, e f f i c i e n c y ,  i n i ­

t i a t i v e ,  and r e l i a b i l i t y  may be o f  more c o n c e rn  to  th e  p r o s p e c t i v e  em­

p lo y e r  th a n  work e x p e r ie n c e  and school t r a i n i n g  i n  a s p e c i a l  f i e l d .  Q u ite  

o f t e n  th e  p r o s p e c t i v e  em ployer w i l l  be p r e p a r e d  t o  p ro v id e  th e  s p e c i a l i z e d  

t r a i  n in g  t h a t  th e  a p p l i c a n t  n eed s .  He may be e s p e c i a l l y  i n t e r e s t e d  in  

w he ther  th e  a p p l i c a n t  h a s  th e  a b i l i t y  t o  be  a good t r a i n e e  and to  deve lop  

i n t o  a v a lu a b le  employee f o r  th e  conçany t h a t  h a s  f u r n i s h e d  t h i s  t r a i n i n g .  

(S m ar t ,  McKelvey, and G e rfe n ,  478 and 480)

Each o f  the  f i v e  te x tb o o k s  em phasizes  th e  im portance  o f  th e  s o -  

c a l l e d  " l i t t l e  th in g s "  ( a t t i t u d e s ,  a t t r i b u t e s ,  and so f o r t h )  a b o u t  th e  ap­

p l i c a n t ,  i n  a d d i t i o n  t o  e d u c a t io n  and work e x p e r i e n c e .  A lthough  th e  

te x tb o o k s  v a ry  i n  the  e x t e n t  of t h e i r  c o v e ra g e  o f  th e s e  t h i n g s ,  th e  

em phasis  i s  c l e a r  i n  each book. The a c t u a l  coverage  i s  a s  fo l lo w s :

Number o f  L in es  
A u th o r ( s )  in  Coverage

A u r n e r ...........................................................................  57 2 /3
Boyd and L e s i k a r   40 l / 4
Menning and W i l k i n s o n ......................................  26 l / 3
P a r k h u r s t ..................................................................  13
Smart, McKelvey, and G e r f e n ........................... 51
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The l e n g th ,  th e  n a t u r e ,  and the c o m p le te n e ss  of th e  d e t a i l  

o f th e  a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t  sh o u ld  be r e l a t e d  

w i th  the  e x t e n t  o f  th e  background  o f th e  a p p l i c a n t  and w ith  th e  

scope and t h e  consequence o f  th e  p o s i t i o n  f o r  which he i s  

a p p l y in g .

A p p l i c a n t s  f o r  employment v a r y  c o n s id e r a b ly  i n  t h e i r  work expe­

r i e n c e .  F o r  th e  a p p l i c a n t  w i th  l i t t l e  o r  no e x p e r i e n c e ,  th e  in f o r m a t io n  

t h a t  he h a s  r e g a r d in g  th e  n eed s  o f  th e  p r o s p e c t i v e  em ployer w i l l  be derived 

p r i m a r i l y  from g e n e r a l  knowledge and w h a tev e r  e l s e  he l e a r n s  from f r i e n d s .  

The a p p l i c a n t  w i th  c o n s id e r a b le  work e x p e r ie n c e  s h o u ld ,  i n  h i s  w r i t t e n  

a p p l i c a t i o n ,  p r e s e n t  c o n s id e r a b l e  i n f o r m a t io n  c o n c e rn in g  h i s  u n d e r s ta n d in g  

o f  th e  needs o f  th e  p r o s p e c t i v e  em ployer and h i s  c a p a c i t y  f o r  d o in g  th e  

work t h a t  needs  t o  be done .  The a p p l i c a n t  shou ld  a lw ays  choose from  h i s  

v a r i o u s  q u a l i f i c a t i o n s  th o s e  t h a t  he b e l i e v e s  a r e  t h e  m ost s i g n i f i c a n t  i n  

h e l p in g  him t o  m eet th e  r e q u i r e m e n ts  o f  the  p a r t i c u l a r  p r o s p e c t i v e  em­

p l o y e r .  The a p p l i c a n t  sh o u ld  p u t  human p e r s o n a l  e x p e r i e n c e s  i n t o  h i s  

p a r a g ra p h s  w i th  c o n c r e te n e s s  and d e t a i l .  C o n c re te n e s s  i s  based  upon con­

v in c in g  d e t a i l s  t h a t  r e f l e c t  th e  a c t i v i t i e s  i n  which he h as  been  engaged , 

h i s  m a jo r  i n t e r e s t s ,  and th e  ty p e s  o f  work f o r  which he h a s  a n a t u r a l  

a p t i t u d e .  Where he h as  g a t h e r e d  h i s  p a s t  e x p e r ie n c e  and p e rh a p s  some 

o f  th e  " l i t t l e "  i n d i v i d u a l  h a p p en in g s  and acco m p lish m en ts  w i l l  h e lp  to  

d e s c r i b e  h i s  p e r s o n a l i t y  c l e a r l y .  The a p p l i c a t i o n  l e t t e r  may be l e s s  

th a n  a page  i n  l e n g th ;  b u t  th e  d a t a  s h e e t  i s  a more in v o lv e d  in s t r u m e n t  

and ,  t h e r e f o r e ,  shou ld  be co m ple te  i n  e v e ry  d e t a i l .  (A u rn e r ,  254-255 ,

257, and 265)
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The a p p l i c a n t ' s  e d u c a t io n a l  background i s  e s p e c i a l l y  im p o r ta n t  i n  

c o n n e c t io n  w i th  h i s  w r i t i n g  th e  a p p l i c a t i o n  l e t t e r  and th e  d a ta  s h e e t  i f  

he has  had l i t t l e ,  i f  any , work e x p e r ie n c e  and l i t t l e  e l s e  to s u b s t a n t i a t e  

h i s  c la im  f o r  t h e  p o s i t i o n .  In  such a s i t u a t i o n ,  th e  d i s c u s s io n  o f  h i s  

e d u c a t io n  sh o u ld  p ro b a b ly  be q u i t e  d e t a i l e d .  Work e x p e r i e n c e  p e rh a p s  i s  

th e  m ost im p o r ta n t  a r e a  f o r  th e  a p p l i c a n t  who has e x p e r i e n c e  i n  work r e ­

l a t e d  to  th e  p o s i t i o n  f o r  which he i s  a p p ly in g .  A l l  work e x p e r i e n c e ,  

w h e th e r  r e l a t i v e  t o  th e  p o s i t i o n  o r  q u i t e  l i m i t e d  i n  e x t e n t ,  shou ld  he 

m en tioned  i n  th e  w r i t t e n  a p p l i c a t i o n  by th e  a p p l i c a n t .  I f  th e  a p p l i c a n t  

i s  w e l l  a c q u a in te d  w i th  th e  r e q u i r e m e n ts  o f  th e  p o s i t i o n ,  he w i l l  p ro b a b ly  

be b e n e f i t e d  by g ro u p in g  in f o r m a t io n  a b o u t  h im s e l f  a round  th e s e  r e q u i r e ­

m e n ts .  Then he sh o u ld  a r r a n g e  th e  f a c t s  so a s  t o  g iv e  m a jo r  em phasis  to  

th e  p o s i t i o n  r e q u i re m e n ts  t h a t  he m ee ts  b e s t .  Thus, an a p p l i c a n t  f o r  an 

a c c o u n t in g  p o s i t i o n  t h a t  r e q u i r e s  p r i m a r i l y  p e r s e v e r a n c e ,  s p e c i a l i z e d  

t r a i n i n g ,  and an  a f f a b l e  p e r s o n a l i t y  shou ld  s e l e c t  th e  f a c t s  t h a t  b e s t  

s a t i s f y  th e s e  r e q u i r e m e n t s .  Then he shou ld  a r r a n g e  th e s e  g roups  so t h a t  

th e  s t r o n g e s t  one comes f i r s t ,  t h e  n e x t  s t r o n g e s t  second , and so f o r t h .

I f  th e  a p p l i c a n t  i s  n o t  a c q u a in te d  w i th  th e  r e q u i r e m e n t s  o f  th e  p o s i t i o n ,  

he shou ld  u s u a l l y  fo l lo w  th e  more c o n v e n t io n a l  ap p ro ac h  o f  g ro u p in g  th e  

d a t a  a c c o rd in g  t o  some b a s i s  o f  c l a s s i f i c a t i o n  a b o u t  h im s e l f .  (Boyd and 

L e s i k a r ,  380-382)

The a p p l i c a n t ,  i n  h i s  w r i t t e n  a p p l i c a t i o n ,  sh o u ld  s e l e c t  p o i n t s  

from h i s  e x p e r i e n c e  t h a t  r e f l e c t  th e  p e r s o n a l  v i r t u e s  o f  h o n e s ty  and 

a c c u ra c y  t h a t  a r e  so  im p o r ta n t  t o  a p e rso n  in  assum ing  th e  r e s p o n s i b i l i t y  

o f  a p o s i t i o n .  The a p p l i c a n t  s h o u ld  p r e s e n t  in f o r m a t io n  t h a t  w i l l  be th e  

m ost e f f e c t i v e  i n  e s t a b l i s h i n g  h i s  p o s s e s s io n  o f  e i t h e r  two o r  t h r e e  o f
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th e  m ost p e r s o n a l  c h a r a c t e r i s t i c s  f o r  p e r fo rm in g  in  th e  p o s i t i o n  f o r  which 

he i s  a p p ly in g .  He can n o t  s u c c e s s f u l l y  e s t a b l i s h  a l l  o f  th e  needed  p e r ­

s o n a l  c h a r a c t e r i s t i c s ;  however, t h e  p r o s p e c t i v e  em ployer w i l l  p ro b a b ly  a s ­

sume t h a t  th e  a p p l i c a n t  p o s s e s s e s  th e  o t h e r s  t h a t  a r e  n eed e d .  The 

a p p l i c a n t  must be s u r e  t o  le ave  sp ace  s u f f i c i e n t  f o r  showing t h a t  h i s  

e d u c a t io n  and e x p e r ie n c e  a r e  s u i t a b l e  f o r  p e r fo rm in g  i n  t h e  p o s i t i o n  t h a t  

he i s  s e e k in g .  He c a n n o t  e x p e c t  t o  a n t i c i p a t e  e v e r y th in g  t h a t  he m ig h t 

be c a l l e d  upon t o  do i n  a g iv e n  p o s i t i o n  ( n o r  would he w ant to  w r i t e  a b o u t  

e v e ry th in g  i n  h i s  a p p l i c a t i o n ) .  I f ,  how ever, he a n t i c i p a t e s  some o f  th e  

m a jo r  re q u ire m e n ts  o f  th e  p o s i t i o n  and w r i te s  a b o u t  h i s  fo rm a l  s c h o o l  

t r a i n i n g  i n  a way t h a t  shows t h a t  he m ee ts  th e s e  r e q u i r e m e n ts ,  he w i l l  

p ro b a b ly  have enough m a t e r i a l  f o r  c o n v i c t i o n .  The a p p l i c a n t  s h o u ld  p r e ­

s e n t  ev idence  t h a t  shows t h a t  he m ee ts  th e  m ost im p o r ta n t  r e q u i re m e n ts  o f  

th e  p o s i t i o n .  T h i s  e v id e n c e  sh o u ld  n o t  be p r e s e n te d  e i t h e r  i n  th e  o r d e r  

t h a t  i t  o ccu rs  t o  him o r  t h a t  he e s t i m a t e s  i s  o f  g r e a t e s t  s i g n i f i c a n c e ,  

b u t  i n  th e  o r d e r  t h a t  s t r e s s e s  h i s  s t r o n g  p o i n t s ,  (Menning and  W ilk in s o n ,  

395-396 and 399)

C o n tra ry  t o  p o p u la r  o p in io n ,  th e  a p p l i c a t i o n  l e t t e r  i s  n o t  an  

a u to b io g ra p h y .  Only th e  i n f o im a t io n  t h a t  shows how th e  a p p l i c a n t ' s  

q u a l i f i c a t i o n s  m ee t th e  r e q u ire m e n ts  o f  th e  p o s i t i o n  s h o u ld  be i n c lu d e d .  

The c o n te n t  a f t e r  t h e  f i r s t  p a ra g ra p h  i n  th e  l e t t e r  w i l l  v a r y  c o n s id e r a b ly  

a c c o rd in g  to  th e  re q u i re m e n ts  o f  th e  p o s i t i o n  a s  w e l l  a s  h i s  a g e ,  educa­

t i o n ,  and e x p e r i e n c e .  F u r th e rm o re ,  on th e  d a t a  s h e e t ,  th e  number and th e  

o r d e r  o f  th e  h e a d in g s  w i l l  v a ry  a c c o r d in g  t o  th e  a p p l i c a n t  and to  th e  po­

s i t i o n  t h a t  he i s  s e e k in g .  O b v io u s ly ,  th e  r e c e n t  c o l l e g e  g r a d u a te  would
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em phasize h i s  e d u c a t io n a l  background; w h ile  th e  a p p l i c a n t  w i th  c o n s id e r ­

a b l e  work e x p e r ie n c e  would em phasize t h a t  a r e a  o f  h i s  background . The 

a p p l i c a n t  shou ld  leav e  no s i g n i f i c a n t  p e r io d  o f  time unaccoun ted  f o r  i n  

h i s  w r i t t e n  a p p l i c a t i o n  f o r  th e  p o s i t i o n .  ( P a r k h u r s t ,  180, 185, and 188) 

What the  a p p l i c a n t  shou ld  say  i n  h i s  w r i t t e n  a p p l i c a t i o n  and  how 

he sh o u ld  say i t  w i l l  depend upon h i s  q u a l i f i c a t i o n s  and upon th e  p a r t i c u ­

l a r  p o s i t i o n  r e q u ire m e n ts  t h a t  have been s e t  f o r t h  by th e  p r o s p e c t i v e  em­

p lo y e r .  The le n g th  o f  th e  d a t a  s h e e t  i s  n o t  p a r t i c u l a r l y  im p o r ta n t .  The 

a p p l i c a n t  should  use two and more pages  r a t h e r  th a n  crowd th e  m a t e r i a l  on 

a p a g e .  U su a l ly ,  th e  q u a l i f i c a t i o n s  o f  th e  a p p l i c a n t  w i l l  in v o lv e  educa­

t i o n ,  e x p e r ie n c e ,  p e r s o n a l  q u a l i t i e s ,  and p e r s o n a l  h i s t o r y .  The em phasis  

to  be g iv e n  t o  each one o f  the se  a r e a s  shou ld  be d e te rm in e d  by th e  p o s i ­

t i o n  i t s e l f  and by h i s  own background c h a r a c t e r i s t i c s ,  (S m art ,  McKelvey, 

and G erfen ,  461, 466, and 473)

A l l  f i v e  t e x tb o o k s  s t r e s s  th e  th o u g h t  t h a t  th e  a p p l i c a n t  sh o u ld  

r e l a t e  the l e n g th ,  th e  n a t u r e ,  and th e  co m p le te n e ss  o f  th e  a p p l i c a t i o n  

l e t t e r  and th e  d a ta  s h e e t  w i th  h i s  background and th e  p o s i t i o n  t h a t  he 

s e e k s .  I n  some c a s e s ,  t h e  space  devo ted  t o  t h i s  em phasis  i s  r e l a t i v e l y  

s m a l l ;  b u t  th e  em phasis  i s  c l e a r .  The a c t u a l  co v erag e  i s  a s  f o l lo w s :

Number o f  L in e s  
A u th o r ( s )  i n  Coverage

A urner  ...............................................
Boyd and L e s ik a r  ........................
Menning and W ilk in so n  . . .
P a r k h u r s t  ......................................
Sm art, McKelvey, and G erfen

123 1 /2  
48 1 /2  

171
40 1 /2  
22
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The c o n te n t  o f  th e  a p p l i c a t i o n  l e t t e r  shou ld  e x e m p li fy  th e  

" s a l e s  approach" so a s  to  a t t r a c t  f a v o r a b le  a t t e n t i o n ,  a ro u s e  

i n t e r e s t ,  s t i m u l a t e  d e s i r e ,  and e l i c i t  a c t i o n  hy th e  p ro s p e c ­

t i v e  em ployer and t o  r e s u l t  i n  a n o th e r  c o n t a c t  w i th  th e  a p p l i ­

c a n t .

B efo re  th e  a p p l i c a n t  a t t e m p t s  to  s e l l  h im s e l f  th ro u g h  h i s  a p p l i ­

c a t i o n  l e t t e r ,  he sh o u ld  s u b j e c t  h im s e l f  t o  a r e a l i s t i c  s e l f - a n a l y s i s  and 

an  o b j e c t i v e  s e l f - a p p r a i s a l .  He shou ld  s tu d y  c a r e f u l l y  h i s  q u a l i f i c a t i o n s  

and seek  to  r e l a t e  them to  th e  p a r t i c u l a r  needs  of th e  p r o s p e c t i v e  em­

p l o y e r ,  I f  a p e r s o n  w ants  to  s e l l  a p r o d u c t ,  he s t u d i e s  i t  to  d i s c o v e r  

i t s  q u a l i t i e s  and i t s  u s e s .  He n e x t  s t u d i e s  th e  m a rk e t  to  a s c e r t a i n  who 

th e  p r o s p e c t i v e  b u y e rs  a r e ,  where th e y  l i v e ,  w hat t h e i r  bu y in g  h a b i t s  

a r e ,  w hat f e a t u r e s  and q u a l i t i e s  th e y  w an t,  and what a p p e a l s  w i l l  p rove  

s t r o n g e s t  i n  d i r e c t i n g  th e s e  b u y e rs  to  h i s  p ro d u c t  and i n  l i n k i n g  h i s  

p r o d u c t  to  t h e i r  n e e d s ,  A p e rs o n  shou ld  f o l lo w  th e  same p r o c e s s  i n  p r e ­

p a r in g  t o  win a p o s i t i o n .  (A u rn e r ,  239)

The a p p l i c a n t ' s  a p p ro ac h  to  a p p ly in g  f o r  th e  p o s i t i o n  i s  i n  gen­

e r a l  th e  same a s  th e  one t h a t  i s  u sed  by th e  s e l l e r  i n  h i s  s a l e s  l e t t e r .  

The m ain  d i s t i n c t i o n  l i e s  i n  what i s  b e in g  s o ld .  I n  th e  a p p l i c a t i o n  l e t ­

t e r ,  th e  w r i t e r  i s  s e l l i n g  h i s  a b i l i t y  t o  p e r fo rm  i n  th e  p o s i t i o n ;  i n  th e  

s a l e s  l e t t e r ,  t h e  w r i t e r  i s  s e l l i n g  e i t h e r  a p r o d u c t  o r  a s e r v i c e .  In  

b o th  th e  a p p l i c a t i o n  l e t t e r  and th e  s a l e s  l e t t e r ,  th e  w r i t e r  p r e s e n t s  th e  

s e l l i n g  p o in t s  i n  such a way t h a t  th e y  s y s t e m a t i c a l l y  and c o n v in c in g ly  

d e p i c t  th e  way i n  which he can f u l f i l l  th e  n eed s  of t h e  b u y e r ,  (Boyd and 

L e s i k a r ,  352-353)
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When th e  a p p l i c a n t  s e e k s  a p o s i t i o n ,  he i s  m a rk e t in g  a p r o d u c t ,  

h im s e l f ,  and w h a tev e r  he can do f o r  th e  b u y e r ,  t h e  p r o s p e c t i v e  em p loyer .

He a t t e m p t s  to  maricet t h a t  p r o d u c t  to  some p r o s p e c t  who, he b e l i e v e s ,  w i l l  

be a b le  and w i l l i n g  to  u se  h i s  s e r v i c e s .  L ik e ly ,  th e  s u r e s t  way f o r  th e  

a p p l i c a n t  t o  s e c u re  i n t e r e s t  i n  h i s  a p p l i c a t i o n  l e t t e r  i s  to  em phasize h i s  

c e n t r a l  s e l l i n g  p o in t— w h a tev e r  w i l l  be th e  m ost e f f e c t i v e  i n  m e e tin g  th e  

needs  o f  th e  r e a d e r .  The a p p l i c a n t  m ust n e v e r  b e l i e v e  t h a t  he does  n o t  

have a d e f i n i t e  s e l l i n g  jo b ,  m e re ly  because  th e  r e a d e r  i s  on th e  a s k in g  

end o f  th e  r e l a t i o n s h i p .  The a p p l i c a n t  shou ld  be a b l e  to  s e l l  h im s e l f  

i f  he e x p e c ts  to  s e c u re  employment w i th  th e  p r o s p e c t i v e  em ployer .  (Mea­

n in g  and W i lk in s o n ,  387, 408, and 42%)

R e g a rd le s s  o f  th e  p o s i t i o n  t h a t  he s e e k s ,  th e  a p p l i c a n t  h a s  th e  

p rob lem  o f  s e l l i n g  h i m s e l f .  H is  i n t e l l i g e n c e ,  p e r s o n a l i t y ,  t r a i n i n g ,  and 

e d u c a t io n  w i l l  p ro b a b ly  mean v e r y  l i t t l e  i f  he c a n n o t  p e rsu ad e  a p ro ­

s p e c t i v e  em ployer to  buy th e s e  q u a l i f i c a t i o n s .  The p r o s p e c t iv e  em ployer 

s h o u ld  be conv inced  t h a t  th e  p a r t i c u l a r  a p p l i c a n t  p o s s e s s e s  t h e  know ledge, 

t h e  u n d e r s t a n d in g ,  and th e  tem peram ent n e c e s s a r y  to  m eet th e  r e q u i r e m e n ts  

o f  th e  p o s i t i o n  i n  q u e s t i o n .  The a p p l i c a n t ' s  l e t t e r  becomes h i s  p e r s o n a l  

s a l e s  l e t t e r — h i s  p e r s o n a l  r e p r e s e n t a t i v e .  ( P a r k h u r s t ,  178)

A c t u a l l y ,  th e  a p p l i c a t i o n  l e t t e r  i s  a s p e c i a l i z e d  s a l e s  l e t t e r  

whose w r i t e r  i s  m a rk e t in g  h i s  nu>st p r e c io u s  commodity— h i s  s e r v i c e s .  I f  

he i s  t o  be a s u c c e s s f u l  sa le sm an ,  he must d i s c o v e r  th e  b e s t  way i n  which 

to  app roach  h i s  m a rk e t .  (S m a r t ,  McKelvey, and G e rfe n ,  4 6 l )

The " s a l e s  app roach"  id e a  o f  th e  a p p l i c a t i o n  l e t t e r  i s  em phasized  

i n  each  o f  th e  f i v e  te x tb o o k s .  The a c t u a l  coverage  fo l lo w s :
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Number o f L in es
A n th o r(a )  in  Coverage

A u m e r .......................      32 l / 3
Boyd and L e s i k a r ..................................................... 10 1 /2
Henning and W ilk in so n   .................................. 20 2 /3
P a r k h u r s t .......................   16 l / 2
Sm art,  McKelvey, and G e r f e n ........................... 14

In fo rm a t io n  f o r  t h e  r e f e r e n c e  s e c t i o n  o f  th e  d a t a  s h e e t  sh o u ld  

be p r e s e n te d  c a r e f u l l y  and c o m p le te ly  so t h a t  th e  p r o s p e c t i v e  em­

p lo y e r  may n o t  o n ly  r e a d i l y  fo l lo w  i t  up b u t  i s  a l s o  encouraged  

to  do s o .

R e fe re n c e s  i s  th e  engâoyment s i t u a t i o n ,  i n  e f f e c t ,  s e rv e  i n  some- 

id ia t  th e  same c a p a c i t y  a s  g u a r a n t e e s .  F a v o ra b le  r e f e r e n c e s  sh o u ld  h e lp  

to  i n c r e a s e  th e  p r o s p e c t i v e  e m p lo y e r 's  c o n f id e n c e  i n  th e  a p p l i c a n t ’ s 

a b i l i t y  to  do th e  work t h a t  he i s  s e e k in g .  The a p p l i c a n t  sh o u ld  g iv e  a t  

l e a s t  t h r e e  r e f e r e n c e s  and t h e i r  a d d r e s s e s .  He sh o u ld  be su re  t o  i n d i c a t e  

i n  h i s  w r i t t e n  a p p l i c a t i o n  t h a t  he has th e  p e rm is s io n  o f  th e s e  r e f e r e n c e s  

t o  u s e  t h e i r  names i n  h i s  a p p l i c a t i o n  f o r  employment. (A u rn e r ,  260)

R e fe re n c e s  seem t o  have become a  s t a n d a r d  p a r t  o f  th e  employment 

p ro c e d u re  o f  m ost com panies .  Q u ite  o f t e n ,  Ihe  r e f e r e n c e s  t h a t  a r e  sub­

m i t t e d  by the  a p p l i c a n t  i n  h i s  w r i t t e n  a p p l i c a t i o n  may be asked  by th e  

p r o s p e c t i v e  em ployer e i t h e r  to  v e r i f y  th e  a p p l i c a n t ' s  c o n te n t io n s  o r  to  

e v a l u a t e  h i s  a b i l i t y  to  p e r fo rm  i n  th e  p o s i t i o n  f o r  which he i s  a p p ly in g .  

The a p p l i c a n t ,  i n  h i s  w r i t t e n  a p p l i c a t i o n ,  sh o u ld  p r e s e n t  a t  l e a s t  t h r e e  

h u t  n o t  more th a n  s i x  r e f e r e n c e s .  I d e a l l y ,  he sh o u ld  have one r e f e r e n c e  

f o r  each  p o s i t i o n  t h a t  i s  m en tioned  i n  h i s  work r e c o r d ,  p lu s  some o f  h i s  

t e a c h e r s .  (Boyd and L e s i k a r ,  340 and 388)



I n  th e  case  o f  e i t h e r  th e  p r o s p e c t i n g  a p p l i c a t i o n  o r  th e  re sp o n se  

to  a " b l in d "  a d v e r t i s e m e n t ,  th e  a p p l i c a n t  sh o u ld  i n d i c a t e  t h a t  he i s  

w i l l i n g  to  su b m it  th e  names o f  r e f e r e n c e s  e i t h e r  upon th e  r e q u e s t  o f  th e  

p r o s p e c t i v e  em ployer o r  a f t e r  an  i n t e r v i e w .  E v a l u a t i o n s  by p eo p le  who 

have s u p e r v is e d  th e  a p p l i c a n t  e i t h e r  i n  th e  c la s s ro o m  o r  a t  work may be 

o f  r e a l  v a lu e  t o  th e  p r o s p e c t i v e  em ployer ,  (k e n n in g  and  W i lk in s o n ,  4 0 l )  

R e fe re n c e s  a re  an  e s s e n t i a l  p a r t  o f  th e  w r i t t e n  a p p l i c a t i o n  be­

cause  th e y  o f f e r  p ro o f  o f  th e  a p p l i c a n t ' s  q u a l i f i c a t i o n s .  He sh o u ld  i n ­

c lude  two o r  t h r e e  i n d i v i d u a l s  a s  r e f e r e n c e s  and t h e i r  a d d r e s s e s .  More 

th a n  t h r e e  r e f e r e n c e s  a r e  u s u a l l y  to o  many f o r  th e  a p p l i c a n t  t o  su b m it ,  

( P a r k h u r s t ,  186)

A f t e r  th e  a p p l i c a n t  h as  d e s c r ib e d  h i s  q u a l i f i c a t i o n s  a s  c o n c r e t e l y  

and a s  c o n v in c in g ly  a s  he can i n  th e  w r i t t e n  a p p l i c a t i o n ,  he sh o u ld  be able 

to  o f f e r  p ro o f  t h a t  what he h a s  s a i d  a b o u t  h im s e l f  i s  t r u e .  P ro b a b ly  th e  

a p p l i c a n t ' s  b e s t  type  of p ro o f  i s  i n  th e  form o f  r e f e r e n c e s  whom th e  p ro ­

s p e c t i v e  em ployer may e i t h e r  w r i t e  o r  t e l e p h o n e .  E i t h e r  t h r e e  o r  f o u r  

r e f e r e n c e s  a r e  u s u a l l y  enough f o r  th e  a p p l i c a n t  t o  s u lm i t  i n  m ost employ­

ment s i t u a t i o n s .  He s h o u ld  in c lu d e  a fo rm e r  em ployer ,  a t e a c h e r ,  and 

someone e l s e  i n  a p o s i t i o n  to  comment a u t h o r i t a t i v e l y  a b o u t  him  and h i s  

f a m i ly ,  (S m a r t ,  McKelvey, and  G erfen ,  465 and 4 8 l )

The im p o rtan ce  o f  r e f e r e n c e s  in  the  d a t a  s h e e t  i s  em phasized  i n  

a l l  f i v e  t e x tb o o k s .  A lth o u g h  some te x tb o o k s  a r e  n o t  e x t e n s iv e  i n  t h e i r  

c o v e ra g e ,  th e  em phasis  i s  d e f i n i t e  i n  each  book . The a c t u a l  co v e rag e  i s  

a s  f o l lo w s :
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Number o f  L in e s
A n th o r ( s )  i n  Coverage

A u m e r ............................................................................  10 2 /3
Boyd and L e s i k a r   33 l / 2
Meaning and W i l k i n s o n ....................................... 2 5 l / 4
P a r k h u r s t  ................................................................... 9
Sm art,  McKelvey, and G e r f e n   45 3 /4

The a p p l i c a n t  f o r  a  p o s i t i o n  m ast  g iv e  c a r e f u l  a t t e n t i o n  to  th e  

c o n t e n t  o f  h i s  a p p l i c a t i o n  l e t t e r  and d a t a  s h e e t .  He m ust s e l l  h im s e l f  

t o  th e  p r o s p e c t i v e  em ployer w i th  i n f o r m a t io n  o f  s u f f i c i e n t  q u a n t i t y  and 

ty p e  a b o u t  h i s  e d u c a t io n ,  work e x p e r i e n c e ,  s o c i a l  a t t i t u d e s ,  p e r s o n a l  a t ­

t r i b u t e s ,  i n t e r e s t s ,  and h o b b ie s  so a s  to  p r o p e r l y  r e l a t e  h im s e l f  t o  th e  

p a r t i c u l a r  c h a r a c t e r i s t i c s  o f  th e  p o s i t i o n  t h a t  he i s  s e e k in g .  He m ust 

th e n  o f f e r  p ro o f  i n  ih e  form  o f  r e f e r e n c e s  t h a t  h i s  o v e r a l l  q u a l i f i c a t i o n s  

a r e  w hat he c la im s  t h a t  th e y  a r e .

P r e p a r a t i o n  o f  th e  A p p l i c a t i o n  L e t t e r  and  th e  D ata  S h e e t  

The a p p l i c a n t  may g iv e  such  c a r e f u l  a t t e n t i o n  to  th e  c o n t e n t  o f  

h i s  a p p l i c a t i o n  l e t t e r  and d a ta  s h e e t  t h a t  he n e g l e c t s  th e  manner i n  which 

th e se  two in s t r u m e n ts  sh o u ld  be w r i t t e n .  T h is  c o n c e p tu a l  a r e a  co n ce rn s  

i t s e l f  w i th  th e  "how" i n  w r i t i n g  th e  a p p l i c a t i o n  l e t t e r  and t h e  d a t a  s h e e t .  

One a s p e c t  o f  th e  "how" co n ce rn s  th e  q u a l i t y  o f  e x p r e s s io n  o f  th e  l e t t e r  

and th e  d a t a  s h e e t ,  and t h e  o t h e r  p e r t a i n s  t o  th e  s t y l e  o f  w r i t i n g  and th e  

p e r s o n a l  to n e  o f  th e  l e t t e r .

The q u a l i t y  o f  e x p r e s s io n  e v id e n c e d  i n  th e  a p p l i c a t i o n  l e t t e r  

and i n  th e  d a t a  s h e e t  shou ld  be d e s ig n e d  to  im p ress  th e  p ro s p e c ­

t i v e  em ployer i n  te rm s  o f  th e  a p p l ic a n t*  s  academ ic backg round  f o r  

h a n d l in g  th e  d u t i e s  and th e  r e s p o n s i b i l i t i e s  in v o lv e d  i n  t h e  

p o s i t i o n .
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Many w r i t t e n  a p p l i c a t i o n s  a r e  drawn by "w ant a d s , "  I n  such s i t u ­

a t i o n s ,  p e rh a p s  h u n d red s  o f  r e p l i e s  w i l l  be s e n t  t o  th e  p r o s p e c t i v e  em­

p l o y e r ,  I f  th e  a p p l i c a n t ' s  w r i t t e n  a p p l i c a t i o n  i s  t o  g e t  more th a n  a 

c a s u a l  n o t i c e ,  th e  a p p l i c a n t  sh o u ld  a t t e m p t  t o  g e t  a t t e n t i o n  and to  c r e ­

a t e  i n t e r e s t  th ro u g h  th e  p ro p e r  to n e ,  e x p r e s s io n ,  and a p p e a ra n c e  o f  th e  

a p p l i c a t i o n  i t s e l f .  When a p r o s p e c t iv e  em ployer g la n c e s  o v e r  a g roup  o f  

fm m  25 to  200 a p p l i c a t i o n s ,  he may s e l e c t  n o t  more th a n  20 o f  th e  m ost 

im p re s s iv e  lo o k in g  a p p l i c a t i o n s  f o r  e x a m in a t io n ,  A n e a t ,  a c c u r a t e ,  and 

a t t r a c t i v e  a p p l i c a t i o n  l i k e l y  has  f a r  more chance o f  g e t t i n g  f a v o r a b l e  

a t t e n t i o n  th a n  i t s  l e s s  a t t r a c t i v e  c o m p e t i t o r s .  P r o s p e c t iv e  em ployers  

have  l e a r n e d  from e x p e r i e n c e  t h a t  a  p o o r  a p p l i c a t i o n  l e t t e r  u s u a l l y  means 

a p o o r  a p p l i c a n t .  They a re  l i k e l y ,  t h e r e f o r e ,  t o  t u r n  t h e i r  a t t e n t i o n  to  

th e  f i n e - l o o k i n g  l e t t e r  t h a t  may w e l l  mean a s u p e r i o r  a p p l i c a n t .  The ap­

p l i c a n t  sh o u ld  u s e  g o o d - q u a l i ty  bond p a p e r  and m atch ing  e n v e lo p e .  The 

p a p e r  sh o u ld  be w h ite  and  th e  s ta n d a rd  b u s in e s s  s i z e ,  8 l / 2  by 11 in c h e s ,  

( A u m e r ,  250 and 252-253)

The d a ta  s h e e t  in f o r m a t io n  m ust have a p p r o p r i a t e  h e a d in g s  and be 

p la c e d  i n  an e y e - p l e a s in g  a r ra n g e m e n t .  The a p p l i c a n t  h a s  s u f f i c i e n t  op­

p o r t u n i t y  t o  u se  im a g in a t io n  end i n i t i a t i v e  an d ,  t h e r e f o r e ,  to  g a i n  an  

a d v a n ta g e  o v e r  h i s  c o m p e t i t io n  a s  he p r e s e n t s  h i s  w r i t t e n  a p p l i c a t i o n  i n  

a t t e m p t in g  to  g e t  an i n t e r v i e w  w ith  th e  p r o s p e c t iv e  em p loyer  f o r  th e  po­

s i t i o n  f o r  which he i s  a p p ly in g ,  (Boyd and L e s ik a r ,  382)

The a p p l i c a n t  can  g e t  th e  p r o s p e c t i v e  e m p lo y e r 's  a t t e n t i o n  to  h i s  

a p p l i c a t i o n  l e t t e r  i n  s e v e r a l  ways. Most o f  such  means o f  g a i n i n g  a t ­

t e n t i o n  in v o lv e  th e  p h y s i c a l  ap p ea ran ce  and th e  m echanics  o f  th e  l e t t e r .  

The p r o s p e c t i v e  em p loyer  may be a b l e  t o  t e l l  much a b o u t  ü ie  a p p l i c a n t ' s
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o r g a n i z a t i o n  and language a b i l i t i e s  by r e a d in g  h i s  d a t a  s h e e t  and by ob­

s e r v in g  such a s p e c t s  o f  i t  a s  th e  d i f f e r e n t  s i z e s  o f  ty p e  and th e  p la c e ­

m ent,  (Menning and W ilk in so n ,  400, 422, and 662)

The a p p l i c a n t  shou ld  p r e s e n t  a c a r e f u l l y  worded a p p l i c a t i o n  l e t t e r  

and d a ta  s h e e t  t h a t  a r e  c o r r e c t  i n  e v e ry  way. Such w eaknesses  as  f r a g ­

m e n ta ry  s e n te n c e s  ( u n le s s  th e y  a r e  u se d  v e r y  c a u t i o u s l y  f o r  s p e c i a l  e f ­

f e c t s ) ,  f a u l t y  p u n c tu a t io n ,  m i s s p e l l e d  w ords,  im proper  t o n e ,  and poor 

p sycho logy  a re  p ro b a b ly  i n d i c a t i o n s  o f  incom petence and may make a bad 

im p re s s io n  on th e  p r o s p e c t iv e  em ployer a s  he seek s  to  e v a l u a t e  th e  a p p l i ­

c a n t  f o r  th e  p o s i t i o n .  The a p p l i c a n t  shou ld  remember t h a t  th e  p ro sp e c ­

t i v e  em ployer i s  l i k e l y  to  be v e ry  much im p ressed  w i th  a p p l i c a n t s  w ith  

s u p e r i o r  a b i l i t y .  When the  a p p l i c a n t  r e f e r s  to  h i s  e d u c a t io n  and  expe­

r i e n c e ,  he may be g iv in g  th e  p r o s p e c t iv e  em ployer some id e a  o f  h i s  q u a l i ­

f i c a t i o n s ;  b u t  th e  o v e r a l l  w r i t t e n  a p p l i c a t i o n  i t s e l f  p ro b a b ly  w i l l  be 

ta k e n  a s  c o n c re te  ev idence  o f  w h a tev e r  th e  a p p l i c a n t  knows and can do f o r  

th e  company. Each  l e t t e r  and d a ta  s h e e t  sh o u ld  be i n d i v i d u a l l y  ty p e w r i t ­

t e n  and f i t t e d  to  th e  p a r t i c u l a r  c h a r a c t e r i s t i c s  o f  each  p r o s p e c t i v e  em­

p l o y e r ' s  s i t u a t i o n ,  ( P a r k h u r s t ,  180 and 183)

I f  th e  a p p l i c a t i o n  l e t t e r  m atches  th e  q u a l i t y  o f  the  envelope  and 

i f  a g la n c e  a s s u r e s  th e  p r o s p e c t iv e  em ployer t h a t  th e  l e t t e r  i s  n e a t l y  

t y p e w r i t t e n ,  w e l l - s p a c e d  on th e  page , e a s y  to  r e a d ,  and b u s i n e s s l i k e ,  th e  

p r o s p e c t i v e  em ployer w i l l  p e rh ap s  be e a g e r  t o  b e g in  re a d in g  th e  l e t t e r .  

The f i r s t  few s e n te n c e s ,  w h a tev e r  i s  s a i d ,  and th e  manner i n  which i t  i s  

s a i d ,  w i l l  p ro b a b ly  d e te rm in e  to  a g r e a t  e x t e n t  w h e th e r  th e  p r o s p e c t iv e  

em ployer  w i l l  c o n t in u e  r e a d in g  th e  l e t t e r .  The ap p e a ra n c e  o f  th e  w r i t t e n  

a p p l i c a t i o n  may be e s p e c i a l l y  im p o r ta n t .  I t  l i k e l y  w i l l  make th e  i n i t i a l
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im p re s s io n  and may w e l l  d e te rm in e  w h e th e r  th e  a p p l i c a n t  w i l l  he g iv e n  an  

o p p o r tu n i ty  to  t a l k  p e r s o n a l l y  w i th  th e  p r o s p e c t i v e  em ployer.  The a p p e a r ­

ance o f  th e  w r i t t e n  a p p l i c a t i o n  may a f f e c t  t h e  mood i n  which i t  i s  read  

by th e  p r o s p e c t i v e  em ployer,  (S m ar t ,  McKelvey, and G erfen ,  460)

Each o f  th e  f i v e  te x tb o o k s  s t r e s s e s  th e  need  f o r  t h e  a p p l i c a n t  to  

g iv e  c a r e f u l  a t t e n t i o n  t o  t h e  q u a l i t y  o f  e x p r e s s io n  and to  th e  o v e r a l l  

d e s ig n  o f  th e  a p p l i c a t i o n  l e t t e r  and th e  d a t a  s h e e t .  The e x t e n t  o f

cov 'èm ge i n  th e  te x tb o o k s  v a r i e s ,  b u t  th e  em phasis  i s  c l e a r  i n  each  book.

The a c t u a l  coverage g iv e n  t o  t h i s  m a jo r  a s p e c t  f o l l o w s :

Number o f  L ines  
A n tho rj  s )  i n  Coverage

A u m e r ..............................................................  45 1 /2
Boyd and L e s i k a r ...........................................  80
Menning and W i l k i n s o n .............................  21
P a r k h u r s t ..................................................... 23 1 /3
Sm art,  McKelvey, and G e r f e n ..........  37 l / 2

The s t y l e  o f  w r i t i n g  i n  th e  a p p l i c a t i o n  l e t t e r  sh o u ld  be p e r ­

s o n a l ,  and th e  p e r s o n a l  to n e  sh o u ld  be e s t a b l i s h e d  a p p r o p r i a t e l y  

betw een th e  ex trem es  o f  a r ro g a n c e  and  t i m i d i t y »

The a p p l i c a t i o n  l e t t e r  c a l l s  f o r  th e  most i n t e n s e l y  p e r s o n a l  form  

t h a t  a p e rso n  w i l l  e v e r  w r i t e  i n  b u s i n e s s .  The to n e  o f  t h e  a p p l i c a t i o n  

l e t t e r  m ust n o t  be a r r o g a n t ,  v a i n ,  and s e l f - c o n c e i t e d ;  and n e i t h e r  m ust 

i t  be t i m i d ,  d i f f i d e n t ,  and s e l f - a b a s e d .  The a p p l i c a n t  s h o u ld  convey an  

a t t i t u d e  o f  r a t i o n a l  c o n f id e n c e  i n  h i s  a b i l i t y  to  p e r fo rm  i n  th e  p o s i t i o n  

f o r  w hich he i s  a p p ly in g .  The a p p l i c a n t  i s  w r i t i n g  a b o u t  h im s e l f  i n  h i s  

l e t t e r ;  t h e r e f o r e ,  i t  i s  n a t u r a l  to  u se  f i r s t - p e r s o n  p ro n o u n s ,  l i k e  " I , "  

He i s  w r i t i n g  a b o u t  h i s  e d u c a t io n ,  h i s  e x p e r i e n c e ,  and h i s  o v e r a l l  i n ­

d i v i d u a l i t y ,  To a v o id  f i r s t - p e r s o n  p ronouns would cause  th e  l e t t e r  to
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be awkward and a r t i f i c i a l .  I f  th e  a p p l i c a n t  conveys a g e n e r a l  to n e  o f  

modesty i n  h i s  l e t t e r ,  th e  u se  o f  such p ronouns  a s  " I "  i s  p ro p e r  i f  th e y  

a r e  n o t  u sed  e x c e s s i v e l y .  (A u m e r ,  237, 260, and 262)

The tone  o f  th e  a p p l i c a n t ' s  words s h o u ld  r e f l e c t  th e  c o u r te s y  t h a t  

a p r o s p e c t i v e  em ployer  e x p e c t s .  The words sh o u ld  i n  no way s u g g e s t  h ig h  

p r e s s u r e ;  n e i t h e r  sh o u ld  th e y  convey e i t h e r  an  a p o l o g e t i c  o r  a s e r v i l e  

a t t i t u d e .  P r e f e r a b l y ,  th e  words sh o u ld  convey m odest c o n f id e n c e  i n  h i s  

a b i l i t y  to  p e r fo rm  i n  th e  p o s i t i o n  t h a t  he i s  s e e k in g .  Modest c o n f id e n c e  

i s  th e  d e s i r e d  o b j e c t i v e  i n s o f a r  a s  to n e  l e v e l  i s  c o n c e rn e d .  N e i t h e r  

d e p r e c a t io n  n o r  e g o t i s t i c a l  b o a s t i n g  h a s  a p la c e  i n  h i s  s e a rc h  f o r  a  po­

s i t i o n ,  (Boyd and  L e s i k a r ,  368 and 370)

Both c o n f id e n c e  and h u m i l i t y  a r e  e s s e n t i a l  c h a r a c t e r i s t i c s  f o r  

th e  a p p l i c a n t .  These c h a r a c t e r i s t i c s  s h o u ld  be d i s p l a y e d  i n  h i s  a p p l i c a ­

t i o n  l e t t e r  a s  he i n t e r p r e t s  h i s  t r a i n i n g  and e x p e r i e n c e  i n  te rm s  o f  th e  

r e q u i re m e n ts  o f  th e  p o s i t i o n  f o r  which he i s  a p p l y in g .  S e l f i s h - s o u n d in g  

s ta t e m e n t s  m a s t  d e f i n i t e l y  be avo ided  by th e  a p p l i c a n t  i n  h i s  l e t t e r .  He 

sh o u ld  n e i t h e r  a p o lo g iz e  f o r  w h a tev e r  he c a n n o t  do n o r  b ra g  a b o u t  what­

e v e r  he can  do . He m ust a lw ays be a b l e  t o  s u b s t a n t i a t e  any c la im s  t h a t  

he makes a b o u t  h i m s e l f .  F i r s t - p e r s o n  p ronouns  l i k e  "1"  a r e  p r o p e r  and 

c o n v e r s a t io n a l  and ,  t h e r e f o r e ,  a p p r o p r i a t e  f o r  th e  a p p l i c a t i o n  l e t t e r .

Of c o u r s e ,  v a r i e t y  i n  word u sag e  sh o u ld  be p r a c t i c e d ;  and f i r s t - p e r s o n  

pronouns sh o u ld  n o t  be u se d  t o  e x c e s s ,  (Menning and W i lk in s o n ,  395 and 

666-667)

The a p p l i c a t i o n  l e t t e r  i s  th e  m ost p e r s o n a l  ty p e  o f  b u s in e s s  l e t ­

t e r  t h a t  an  i n d i v i d u a l  w i l l  e v e r  w r i t e .  The a p p l i c a n t ,  th ro u g h  h i s  l e t ­

t e r ,  sh o u ld  d i s p l a y  a s t r a i g h t f o r w a r d ,  m odest c o n f id e n c e  i n  h i s  a b i l i t y
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to  f u l f i l l  th e  re q u ire m e n ts  o f  th e  p o s i t i o n  f o r  which he i s  a p p ly in g .  

U n o b t ru s iv e ly ,  th e  a p p l i c a n t  sh o u ld  t e l l  th e  p r o s p e c t i v e  em ployer w hat he 

w i l l  be a b l e  t o  c o n t r i b u t e  i f  em ployed. The a p p l i c a n t  must b e l i e v e  i n  

h im s e l f ,  know id ia t  he w an ts ,  and be d e te rm in e d  t o  g e t  th e  p o s i t i o n .  

P r o s p e c t i v e  em ployers  w i l l  l i k e l y  se n se  e x a g g e r a t io n ,  i n s i n c e r i t y ,  and 

b o a s t f u l n e s s  on th e  p a r t  o f  th e  a p p l i c a n t  b u t  w i l l  p ro b a b ly  n o t  be im­

p r e s s e d  by e i t h e r  a faw ning , g r o v e l in g ,  o r  co m p la in in g  to n e .  ( P a r k h u r s t ,  

178 and 180-181)

R e s t r a i n t  by th e  a p p l i c a n t  i s  more a p p r o p r i a t e  and e f f e c t i v e  th a n  

o v e r s ta t e m e n t  o f  q u a l i f i c a t i o n s  f o r  th e  p o s i t i o n .  He shou ld  make s t a t e ­

m ents  o f  f a c t  a n d ,  whenever n e c e s s a r y ,  i n d i c a t e  how th e s e  f a c t s  p e r t a i n  

t o  th e  p o s i t i o n  t h a t  he i s  s e e k in g .  Of c o u r s e ,  e g o t i s t i c a l  and exag­

g e r a t e d  s t a t e m e n t s  sh o u ld  be a v o id ed  i n  t h e  a p p l i c a t i o n  l e t t e r .  The tone  

o f  th e  l e t t e r  sh o u ld  be s p o n tan eo u s  and n a t u r a l .  I t  shou ld  a l s o  be 

c o u r te o u s  and s i n c e r e ,  r e s p e c t f u l  and s e l f - r e s p e c t i n g .  When f i r s t - p e r s o n  

pronouns f i t  i n  n a t u r a l l y  w i th  th e  m a t e r i a l  t h a t  i s  b e in g  p r e s e n te d ,  th e y  

shou ld  be i n c lu d e d .  Simply by m a in ta in in g  v a r i e t y  i n  h i s  s e n te n c e  s t r u c ­

t u r e ,  th e  a p p l i c a n t  shou ld  be a b l e  to  u se  th e s e  pronouns w i th o u t  g iv i n g  

th e  im p re s s io n  o f  e g o t is m .  (S m ar t ,  McKelvey, and G erfen ,  475 and 487)

The ty p e s  of s t y l e  and to n e  t h a t  sh o u ld  be d i s p la y e d  i n  th e  a p p l i ­

c a t i o n  l e t t e r  a r e  em phasized  i n  each  o f  th e  f i v e  t e x tb o o k s .  I n  some i n ­

s t a n c e s ,  th e  sp ace  d e v o te d  t o  t h e s e  e le m e n ts  i s  r e l a t i v e l y  s m a l l ;  b u t  

th e y  a r e  d e f i n i t e .  The a c t u a l  coverage i s  a s  fo l lo w s :
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Number o f  L in es
A n th o r ( s )  i n  C overage

A u m e r ........................................* .......................................  28
Boyd and L e s i k a r ...................................................  11
Menning and W i l k i n s o n .........................................   23
F a r k h n r s t  .................................  . . . . . . .  46
Sm art,  McKelvey, and G e r f e n ................................  49

The w r i t e r  o f  th e  a p p l i c a t i o n  l e t t e r  and th e  d a ta  s h e e t  shou ld  be 

concerned  w i th  th e  "how" o f  h i s  e f f o r t s .  I n  p r e s e n t i n g  in f o r m a t io n  ab o u t 

h i s  background , he m ust g iv e  c a r e f u l  c o n s id e r a t i o n  n o t  o n ly  to  grammar, 

language ,  u sag e ,  p u n c t u a t io n ,  s p e l l i n g ,  and o t h e r  a s p e c t s  o f  w r i t t e n  ex­

p r e s s i o n ,  b u t  a l s o  to  w r i t i n g  m a t e r i a l s  and o v e r a l l  a p p ea ran ce  i f  he i s  

to  be s u c c e s s f u l  i n  h i s  u s e  o f  th e s e  in s t ru m e n ts  i n  s e e k in g  a  p o s i t i o n .

Summary

The d a t a  f o r  t h i s  c h a p te r  were o b ta in e d  from  q u a l i t a t i v e  and 

q u a n t i t a t i v e  a n a ly s e s  o f  a p p l i c a t i o n  l e t t e r  and d a t a  s h e e t  m a t e r i a l s  i n  

f i v e  c o l l e g e - l e v e l  b u s in e s s  w r i t i n g  te x tb o o k s  commonly u s e d  i n  th e  f i e l d  

o f  b u s in e s s  com m unication . The a n a l y t i c a l  app ro ach  was u s e d  to  deve lop  

th e  12 fundam en ta l  u n d e r s ta n d in g s  t h a t  p r e s e n t ,  i n  th e  form o f  b road  ideas ,  

th e  t h i n k in g  o f  th e s e  a u t h o r s  co n ce rn in g  th e  a p p l i c a t i o n  l e t t e r  and th e  

d a t a  s h e e t .

These 12 u n d e r s ta n d in g s  were c l a s s i f i e d  u n d e r  th e  f o u r  c o n c e p tu a l  

a r e a s  t h a t  shou ld  be g iv e n  s p e c i a l  a t t e n t i o n  by t h e  b u s in e s s  w r i t i n g  

te a c h e r  i n  th e  c o l l e g i a t e  i n s t r u c t i o n  r e g a rd in g  th e  a p p l i c a t i o n  l e t t e r  and 

th e  d a t a  s h e e t .  A r e s t a t e m e n t  o f  th e  12 u n d e r s ta n d in g s ,  c l a s s i f i e d  u n d er  

th e  f o u r  c o n c e p tu a l  a r e a s ,  fo l lo w s :
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P u rp o ses  o f  th e  A p p l ic a t io n  L e t t e r  and th e  D ata  S h ee t

1 . The a p p l i c a t i o n  l e t t e r  and th e  d a ta  s h e e t  a r e  w r i t t e n  i n s t r u ­

m en ts  w ith  w hich an  a p p l i c a n t  p av es  th e  way i n  h i s  e f f o r t s  to  make th e  

f a c e - t o - f a c e  c o n ta c t  w ith  a  p ro s p e c t iv e  enq iloyer t h a t  i s  e s s e n t i a l  f o r  

o b ta in in g  a lm o s t any  p o s i t i o n  in  b u s in e s s .

2 . The a p p l i c a t i o n  l e t t e r  and th e  d a ta  s h e e t  a r e  w r i t t e n  i n s t r u ­

m ents w ith  w hich an a p p l i c a n t  may be e n a b le d  to  "w in o u t"  o v e r  one o r  

more o th e r  a p p l ic a n t s  i n  th e  c o m p e tit io n  t h a t  i s  commonly a s s o c ia t e d  w ith  

th e  se e k in g  o f  em ploym ent.

F u n c tio n s  o f  th e  A p p l ic a t io n  L e t t e r  and  th e  D ata  S h e e t

3 . The a p p l i c a t i o n  l e t t e r  and th e  d a ta  s h e e t  sh o u ld  d i s t i n c t i v e l y  

r e v e a l  th e  u n ique  q u a l i f i c a t i o n s ,  a b i l i t i e s ,  and t r a i t s  o f  th e  a p p l i c a n t ,

4 .  The a p p l i c a t i o n  l e t t e r  and th e  d a ta  s h e e t  sh o u ld  show i n  a 

c o n c re te  and c o n c ise  m anner t h a t  th e  i n d iv id u a l  h a s  th e  p o t e n t i a l  f o r  

p e rfo rm in g  in  th e  p o s i t i o n  t h a t  he i s  s e e k in g  by r e v e a l in g  how h i s  q u a l i ­

f i c a t i o n s  m eet th e  re q u ire m e n ts  o f  t h i s  p o s i t i o n .

5 . The a p p l i c a t i o n  l e t t e r  sh o u ld  s e rv e  a s  th e  in s tru m e n t  th ro u g h  

w hich th e  a p p l i c a n t  p e r s o n a l i z e s  h im s e lf  in  th e  mind o f  th e  p ro s p e c t iv e  

em p lo y er.

6 . The d a ta  s h e e t  sh o u ld  se rv e  a s  th e  in s tru m e n t th ro u g h  w hich 

th e  a p p l i c a n t  im p e rs o n a lly  conveys a r e l a t i v e l y  la rg e  q u a n t i ty  o f  d e t a i l e d ,  

c l a s s i f i e d  in fo rm a tio n  to  th e  p r o s p e c t iv e  e n ç lo y e r .

C o n te n t o f  th e  A p p l ic a t io n  L e t t e r  and  th e  D ata  S h e e t

7 . The a p p l i c a t i o n  l e t t e r  and th e  d a ta  s h e e t  sh o u ld  d e p i c t  s o c i a l  

a t t i t u d e s ,  p e rs o n a l  a t t r i b u t e s ,  i n t e r e s t s ,  and  even h o b b ie s  a s
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s i g n i f i c a n t l y  as  th e y  p o in t  up th e  e d u c a tio n  and  th e  w ork e x p e r ie n c e  o f 

th e  a p p l i c a n t ,

8 ,  The le n g th ,  th e  n a t u r e , and th e  c o m p le te n e ss  o f th e  d e t a i l  o f  

th e  a p p l i c a t i o n  l e t t e r  and th e  d a ta  s h e e t  sh o u ld  he r e l a t e d  w ith  th e  ex­

t e n t  o f  th e  background  o f  th e  a p p l i c a n t  and w ith  th e  scope and th e  co n se ­

quence o f  th e  p o s i t i o n  f o r  w h ich  he i s  a p p ly in g .

9 . The c o n te n t  o f  th e  a p p l i c a t i o n  l e t t e r  sh o u ld  ex e m p lify  th e  

" s a le s  ap p ro ac h "  so a s  to  a t t r a c t  f a v o ra b le  a t t e n t i o n ,  a ro u se  i n t e r e s t ,  

s t im u la te  d e s i r e ,  and e l i c i t  a c t i o n  by th e  p r o s p e c t iv e  em ployer and to  

r e s u l t  i n  a n o th e r  c o n ta c t  w ith  th e  a p p l i c a n t .

10 , In fo rm a tio n  f o r  th e  r e f e r e n c e  s e c t io n  o f th e  d a ta  s h e e t  sh o u ld  

be p r e s e n te d  c a r e f u l l y  and c o m p le te ly  so t h a t  th e  p r o s p e c t iv e  em p lo y er may 

n o t  o n ly  r e a d i ly  fo llo w  i t  up  b u t  i s  a ls o  enco u rag ed  to  do s o .

P r e p a r a t io n  o f  th e  A p p l ic a t io n  L e t t e r  and th e  D ata  S h e e t

11, The q u a l i t y  o f  e x p re s s io n  ev id e n c e d  i n  th e  a p p l i c a t i o n  l e t t e r  

and i n  th e  d a ta  s h e e t  sh o u ld  be d e s ig n e d  to  im p re ss  th e  p ro s p e c t iv e  em­

p lo y e r  i n  te rm s  o f th e  a p p l i c a n t 's  academ ic back g ro u n d  f o r  h a n d lin g  th e  

d u t i e s  and th e  r e s p o n s i b i l i t i e s  in v o lv e d  in  th e  p o s i t i o n .

12 , The s t y l e  o f  w r i t i n g  in  th e  a p p l i c a t i o n  l e t t e r  sh o u ld  be p e r ­

s o n a l ,  and  th e  p e r s o n a l  to n e  sh o u ld  be e s t a b l i s h e d  a p p r o p r i a t e ly  be tw een  

th e  ex tre m e s  o f a r ro g a n c e  and  t i m i d i t y .

The 12 fu n d am en ta l u n d e r s ta n d in g s  t h a t  w ere d ev e lo p ed  in  t h i s  

c h a p te r  p ro v id e d  th e  fo u n d a t io n  f o r  th e  in te r v ie w  g u id e l in e s  t h a t  were 

u sed  to  s e c u re  a d d i t io n a l  d a ta  i n  in te rv ie w s  w ith  p e rs o n n e l men. The r e ­

p o r t  o f  th e  in te rv ie w s  i s  p r e s e n te d  i n  th e  n e x t c h a p te r .



CHAPTER IV

HEIATIONSHIP BEl^YEEN FUNDAMENTAL UTILIZATION AND 

INSTRUCTIONAL UNDERSTANDINGS

T h is  c h a p te r  p r e s e n ts  th e  fu n d am e n ta l u t i l i z a t i o n  u n d e r s ta n d in g s  

c o n c e rn in g  th e  a p p l i c a t io n  l e t t e r  and th e  resum e t h a t  a re  e v id e n c e d  in  th e  

p r a c t i c e s  and th e  p o in t s  o f  v iew  of p e r s o n n e l  men and t h a t  were r e v e a le d  

i n  p e r s o n a l  in te r v ie w s  w ith  lliem . A ls o , in fo rm a tio n  i s  p r e s e n te d  con­

c e rn in g  th e  d e g re e  o f  r e l a t i o n s h i p  be tw een  th e s e  u n d e rs ta n d in g s  and  th e  

fu n d am e n ta l i n s t r u c t i o n a l  u n d e r s ta n d in g s  t h a t  were p re s e n te d  in  Chap­

t e r  I I I .

A lm ost a l l  o f  th e  p e r s o n n e l men in te rv ie w e d  u se  th e  te rm  "resum e" 

r a t h e r  th a n  th e  te rm  " d a ta  s h e e t , "  w hich was u se d  in  th e  p re v io u s  chap­

t e r s  o f  t h i s  s tu d y .  The te rm  "resum e" w i l l ,  t h e r e f o r e ,  he u sed  th ro u g h ­

o u t  th e  rem a in d e r o f  t h i s  s tu d y  i n  r e p o r t i n g  th e  f in d in g s  g a in e d  d u r in g  

th e  in t e r v ie w s .

I n te r v ie w  C irc u m stan ce s  

So t h a t  in te r v ie w s  co u ld  be h e ld  w ith  p e rs o n n e l men in  th e  g e n e ra l  

m e tr o p o l i ta n  a r e a  o f  D a l l a s ,  T ex as, l i s t s  o f  names and a d d re s s e s  o f  b u s i ­

n e s s e s  w ere o b ta in e d  from  th e  D a l la s  Chamber o f  Commerce and w ere u se d  in  

s e l e c t i n g  153 o f  th e  b u s in e s s e s  t h a t  a r e  r e p r e s e n ta t iv e  o f  s p e c i f i e d  

c a t e g o r ie s  o f i n d u s t r i e s .  To one r e p r e s e n t a t i v e  i n  each  o f  th e s e
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b u s in e s s e s ,  a  q u e s t io n n a ir e  was m a ile d  p e r ta in in g  to  b a s ic  f a c t o r s  o r  

c r i t e r i a  f o r  th e  f i n a l  s e l e c t i o n  o f  b u s in e s s e s  in  w hich p e rs o n n e l men were 

to  be in te rv ie w e d , A fo llo w -u p  copy o f  th e  q u e s t io n n a i r e ,  w ith  a co v er 

l e t t e r ,  was s e n t  to  each  r e p r e s e n ta t iv e  who d id  n o t  re sp o n d  to  th e  i n i t i a l  

q u e s t io n n a i r e .

The q u e s t io n n a ir e  e n a b le d  th e  i n v e s t i g a t o r  to  a s c e r t a i n  th e  p re s ­

ence in  each  o f 50 o f th e  b u s in e s s e s ^  o f ;  ( l )  p e rs o n n e l p rob lem s o f s u f ­

f i c i e n t  scope to  r e q u i r e  ü ie  employment o f f u l l - t i m e  p eo p le  to  d e a l  w ith  

th e  p e rso n n e l a s p e c ts  o f  th e  b u s in e s s ;  ( 2 )  employment o f s u f f i c i e n t  numbers 

o f  p eop le  so t h a t  th e  a p p l i c a t io n  l e t t e r  and th e  resume have re le v a n c e  in  

h i r i n g  p ro c e d u re s ; ( 3 )  employment o f  s u b s t a n t i a l  numbers o f  p eo p le  w ith  

c o l l e g e - l e v e l  p r e p a r a t io n ;  (4 )  i n t e r e s t  in  t h i s  s tu d y  on th e  p a r t  o f a 

p e rs o n n e l man; ( s )  b e l i e f  on th e  p a r t  o f  t h a t  p e rso n n e l man t h a t  th e  

p r e p a r a t io n  and th e  u se  o f  a p p l i c a t io n  l e t t e r s  and resum es need  im prove­

m ent; and ( e )  th e  p e rs o n n e l m an 's  w i l l in g n e s s  to  p a r t i c i p a t e  i n  t h i s  

s tu d y .

In te rv ie w s  w ith  th e  50 p e rs o n n e l men w ere sc h e d u le d  by te le p h o n e . 

These in te rv ie w s  were co n d u c ted  betw een  December 9 , 1964, and May 17, 1965,

The 50 b u s in e s s e s  s e le c te d  f o r  t h i s  s tu d y  a re  r e p r e s e n ta t iv e  o f 

s p e c i f i e d  c a te g o r ie s  o f  i n d u s t r i e s .  I n  th e  fo llo w in g  t a b u la t i o n  a re  i n d i ­

c a te d  th e  b u s in e s s  c a te g o r ie s  t h a t  th e  50 p e rso n n e l men r e p r e s e n t .  A lso , 

in d ic a te d  w ith in  each  c a te g o ry  a r e  th e  number o f  b u s in e s s e s  c o n ta c te d  and 

th e  app ro x im ate  number o f em ployees,

IS ee A ppendix B f o r  a l i s t  o f  th e  p e rs o n n e l men in te rv ie w e d .
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Number o f Em ployees^ 
B u s in ess  Number o f  B u s in e s se s  o f  th e  B u s in e s se s
C atego ry  w i th in  C a teg o ry  w ith in  C a teg o ry

P e tro le u m , gas e x t r a c t i o n ,
and m in ing     7 4 ,9 3 4

M an u fac tu rin g    17 31 ,020
W holesa le  and r e t a i l  t r a d e  . . 9 8 ,9 2 5
F in a n c e , in s u ra n c e ,  and

r e a l  e s t a t e .................... 12 7 ,2 1 6
T r a n s p o r ta t io n ,  communica­

t i o n s ,  and p u b l ic  u t i l i t i e s .  5 11 ,325

One p e rs o n n e l man was in te rv ie w e d  i n  each  b u s in e s s  f i rm . The p e r ­

so n n e l men were in te rv ie w e d  to  d e te rm in e  t h e i r  p r a c t i c e s  and p o in t s  o f  

view  co n ce rn in g  th e  u se  o f  a p p l i c a t i o n  l e t t e r s  and resum es in  s c re e n in g  

c o l le g e -e d u c a te d  a p p l i c a n t s .  These in te rv ie w e e s  a r e  em ployed by t h e i r  

com panies to  s c re e n  a p p l i c a n t s  f o r  p o s i t i o n s  and to  recommend to  o p e ra t in g  

d e p a rtm e n ts  th e  a p p l i c a n t s  vdio a re  c o n s id e re d  to  be q u a l i f i e d  f o r  th e  po­

s i t i o n s  t h a t  th e y  a re  s e e k in g .  T hese p e rs o n n e l men a re  t y p i c a l  o f  i n ­

d iv id u a ls  w ith  whom many c o l le g e —e d u c a te d  in d iv id u a l s  w i l l  m eet in  

a p p ly in g  f o r  p o s i t i o n s .  T h e ir  th in k in g  co n c e rn in g  th e  a p p l i c a t i o n  l e t t e r  

and th e  resum e, t h e r e f o r e ,  sh o u ld  be o f b e n e f i t  to  th e  c o l l e g i a t e  b u s in e s s  

w r i t in g  te a c h e r  a s  he p ro v id e s  i n s t r u c t i o n  i n  th e  p r e p a r a t io n  o f  th e se  

two w r i t t e n  in s t ru m e n ts .

The in t e r v ie w e e s ’ e x p e r ie n c e  in  p e rs o n n e l work i s  in d i c a te d  i n  th e  

fo llo w in g  t a b u la t i o n  by c a te g o r ie s  o f  y e a r s ,  w ith  th e  number o f in d iv id u a ls  

w ith in  each  c a te g o ry  b e in g  in d i c a te d :

^A pproxim ate num ber.
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Y ears o f  E x p e rie n c e  i n  Number o f  P e rs o n n e l
 P e rso n n e l Work  Men_________

1 - 3 .........................................................  5
4 - 6 .........................................................  5
7 -9  . . . .   .................................. 6
1 0 - 1 2   10
1 3 - 1 5 ....................................................  8
1 6 - 1 8   8
1 9 - 2 1 ..................................................... 5
Over 2 1 ................................................  3

The in te rv ie w s  were co n d u c ted  in  th e  o f f i c e s  o f  th e  p e rs o n n e l 

men. The in te r v ie w s  ran g ed  in  le n g th  from  45 m in u te s  to  two h o u rs  and 

a v e ra g e d  a b o u t one h o u r . The p e rso n n e l men ev id en ced  g en u in e  i n t e r e s t  in  

t h i s  s tu d y  and w i l l i n g l y  in d ic a te d  t h e i r  th o u g h ts  c o n c e rn in g  th e  a p p l i ­

c a t io n  l e t t e r  and th e  resum e.

D urin g  each  in te r v ie w ,  th e  in te r v ie w e r  g u id ed  th e  d is c u s s io n  

th ro u g h  th e  u se  o f  in te r v ie w  g u id e l in e s .  B ecause o f th e  in f o r m a l i t y  o f  

th e  in te r v ie w  p ro c e d u re , th e  in te rv ie w e e s  responded  in  a c a n d id  m anner.

The in te r v ie w e r  a sk ed  q u e s t io n s  o n ly  when th e r e  was a need  to  d i r e c t  th e  

d i s c u s s io n  back to  th e  p rob lem  o f th e  s tu d y .  The p a r t i c u l a r  q u e s t io n s  

and th e  number a sk ed  v a r ie d  from  in te r v ie w  to  in te rv ie w  inasm uch a s  some 

p e rs o n n e l  men were more t a l k a t i v e  and more a r t i c u l a t e  th a n  o t h e r s .  N otes 

w ere ta k e n  by th e  in te r v ie w e r  to  in s u r e  a c c u ra c y  o f  d e t a i l .  S h o r t ly  a f t e r  

e ac h  in te r v ie w ,  a d e t a i l e d  a c c o u n t t h a t  fo llo w e d  th e  in t e r v ie w  g u id e l in e s  

c l o s e ly  was w r i t t e n  to  in s u r e  u n i f o r m ity  i n  th e  re c o rd in g  o f th e  in te r v ie w  

f in d i n g s .

In te rv ie w  G u id e l in e s  

One o f th e  s te p s  in  th e  p ro c e d u re  f o r  t h i s  s tu d y  in v o lv e d  th e  

fo rm u la t io n  o f  th e  fu n d am en ta l i n s t r u c t i o n a l  u n d e rs ta n d in g s  d e v e lo p e d  in
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C h a p te r  I I I  in to  in t e r v ie w  g u id e l in e s  to  f a c i l i t a t e  th e  c o n fe re n c e s  w ith  

p e rs o n n e l men. These g u id e l in e s  were f i r s t  u se d  to  co n d u c t two t r i a l  

in te rv ie w s  w ith  p e r s o n n e l  men. On th e  b a s i s  o f  th e s e  t r i a l  in te r v ie w s ,  

th e  g u id e l in e s  and th e  in te rv ie w  p ro c e d u re  w ere r e v is e d .  In te rv ie w s  were 

th e n  conducted  w ith  50 p e rs o n n e l men i n  50 com panies to  g a in  ev id en ce  o f 

t h e i r  th o u g h ts  c o n c e rn in g  th e  a p p l i c a t io n  l e t t e r  and th e  resum e.

The 12 in t e r v ie w  g u id e l in e s ,  in  th e  form  o f  th e  i n s t r u c t i o n a l  

u n d e rs ta n d in g s  d ev e lo p e d  i n  C h a p te r  I I I  and i l l u s t r a t i v e  q u e s t io n s  a s s o ­

c i a te d  w ith  them , a re  p re s e n te d  h e r e .

INTERVIEW GUIDELINES

P u rp o se s

I .  The a p p l ic a t io n  l e t t e r  and  th e  d a ta  s h e e t  a r e  w r i t t e n  in s tru m e n ts  
w ith  w hich an a p p l i c a n t  paves th e  way in  h i s  e f f o r t s  to  make th e  
f a c e - t o - f a c e  c o n ta c t  w ith  a p r o s p e c t iv e  em ployer t h a t  i s  e s s e n t i a l  
f o r  o b ta in in g  a lm o s t any  p o s i t i o n  i n  b u s in e s s .

A. D ev ices u se d  i n  e v a lu a t in g  a p p l ic a n ts ?

B. W ill in g n e s s  t o  h i r e  a  p e rso n  w ith o u t f i r s t  t a lk in g  w ith  him  
p e rs o n a lly ?

C. P r e f e r r e d  way f o r  a p p l i c a n t  to  r e q u e s t  an  in te rv ie w ?

D. F a c to rs  a f f e c t i n g  d e c i s io n  a s  to  w h eth er to  g r a n t  an  a p p l ic a n t  
an  in te rv ie w ?

I I ,  The a p p l ic a t io n  l e t t e r  and th e  d a ta  s h e e t  a r e  w r i t t e n  in s tru m e n ts  
w ith  id iich  an  a p p l i c a n t  may be e n a b le d  to  "win o u t"  o v e r  one o r  
more o th e r  a p p l ic a n t s  in  th e  c o m p e ti t io n  t h a t  i s  com nonly a s s o c ia te d  
w ith  th e  s e e k in g  o f  em ploym ent.

A . W eight c a r r i e d  by  a p p l i c a t i o n  l e t t e r  and d a ta  s h e e t  in  connec­
t i o n  w ith  y o u r  o f f e r in g  an  a p p l ic a n t  a  p o s i t i o n  w ith  y o u r com­
pany?

B. D ete rm in in g  f a c t o r  ( o th e r  a s p e c t s  b e in g  e q u a l ,  o r  a b o u t e q u a l)  
in  y o u r o f f e r in g  an  a p p l i c a n t  a  p o s i t io n ?
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F u n c tio n s

I I I ,  The a p p l i c a t io n  l e t t e r  and th e  d a ta  s h e e t  sh o u ld  d i s t i n c t i v e l y  r e ­
v e a l  Hie un ique  q u a l i f i c a t i o n s ,  a b i l i t i e s ,  and t r a i t s  o f th e  a p p l i ­
c a n t .

A, R e a c tio n  tow ard  r e c e iv in g  an a p p l i c a t i o n  l e t t e r  t h a t  h as  been
p a t te r n e d  a f t e r  a model? . . .  a d a ta  s h e e t  , . .?

Bo Type o f  p r e s e n ta t io n  o f  a p p l i c a t i o n  l e t t e r  or d a ta  s h e e t  i n f o r ­
m a tio n  p r e f e r r e d ?  P le a s e  coDjnent.

C. R e a c tio n  to  an a p p l i c a t io n  l e t t e r  t h a t  y o u  re c e iv e d  i f  you knew 
t h a t  i t  had  been w r i t t e n  f o r  th e  a p p l i c a n t  by a f r i e n d  o f  h i s  
o r  by someone e ls e ?  . . .  to  a d a ta  s h e e t  . . .?  P le a se  
e l a b o r a t e .

D. P a r t i c u l a r  ty p e ( s )  o f  w ording  t h a t  you l i k e  f o r  th e  a p p l i c a n t
to  u se  i n  h i s  a p p l i c a t io n  l e t t e r ?  . . .  i n  h i s  d a ta  s h e e t
( th e  c a te g o ry  h e a d in g s , and so f o r th ) ?

IV . The a p p l i c a t i o n  l e t t e r  and th e  d a ta  s h e e t  sh o u ld  show i n  a c o n c re te  
and c o n c ise  m anner t h a t  th e  in d iv id u a l  has th e  p o t e n t i a l  f o r  p e r ­
fo rm ing  in  th e  p o s i t io n  t h a t  he  i s  se e k in g  by r e v e a l in g  how h i s  
q u a l i f i c a t i o n s  m eet th e  re q u ire m e n ts  o f  t h i s  p o s i t i o n .

A. In fo rm a tio n  you e x p e c t a p p l i c a n t  to  r e v e a l  co n ce rn in g  r e q u i r e ­
m en ts o f th e  p o s i t i o n  o r  th e  f i e l d  f o r  w hich he i s  a p p ly in g ?

B. R e la t io n s h ip  betw een ty p e  o f  p o s i t i o n  o r  f i e l d  a p p l ie d  f o r  and 
q u a n t i ty  and q u a l i t y  o f  p o s i t i o n -  ( o r  f i e l d - )  u n d e rs ta n d in g  
in fo rm a tio n  d e s ire d ?

C. U se fu ln e s s  o f  a p p l i c a t io n  l e t t e r  and d a ta  s h e e t  in  in d i c a t i n g  
p o te n t i a l ?  P le a se  e l a b o r a t e .

D. Means o f  d e te rm in in g  w h e th e r  th e  a p p l i c a n t  has th e  p o t e n t i a l  
f o r  p e rfo rm in g  in  th e  p o s i t i o n  from  re a d in g  h i s  a p p l i c a t io n  
l e t t e r  and d a ta  sh e e t?

V. The a p p l i c a t i o n  l e t t e r  sh o u ld  s e rv e  a s  th e  in s tru m e n t th ro u g h  w hich 
th e  a p p l i c a n t  p e r s o n a l iz e s  h im s e lf  in  th e  mind o f  th e  p ro s p e c t iv e  
em p loyer.

A. T hings you can l e a m  a b o u t th e  a p p l ic a n t  a s  a p e rso n  from  h i s  
a p p l i c a t i o n  l e t t e r ?

B, F a c to rs  a b o u t th e  a p p l i c a n t 's  background and ab o u t th e  a p p l i ­
c a n t  a s  a p e rso n  t h a t  a r e  p a r t i c u l a r l y  im p re ss iv e  to  you?
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C« K ind o f  r e l a t i o n s h i p  t h a t  e x i s t s  betw een th e  image you  form  
from  re a d in g  th e  a p p l i c a t io n  l e t t e r  and th e  image you  form  
a f t e r  t a l k i n g  w ith  th e  a p p l i c a n t  p e r s o n a l ly ?

VIo The d a ta  s h e e t  sh o u ld  s e rv e  a s  th e  in s tru m e n t th ro u g h  w hich  th e  
a p p l ic a n t  im p e rs o n a lly  conveys a  r e l a t i v e l y  la rg e  q u a n t i t y  o f  
d e t a i l e d ,  c l a s s i f i e d  in fo rm a tio n  to  th e  p r o s p e c t iv e  em p lo y er.

Ao Types o f  in fo rm a tio n  d e s ire d ?

B. S ty le  o f  w r i t in g  d e s ir e d ?

C, Type o f fo rm a t d e s ire d ?

C o n te n t

V II .  The a p p l i c a t i o n  l e t t e r  and th e  d a ta  s h e e t  sh o u ld  d e p i c t  s o c i a l  a t ­
t i t u d e s ,  p e r s o n a l  a t t r i b u t e s ,  i n t e r e s t s ,  and even h o b b ie s  a s  s ig ­
n i f i c a n t l y  a s  th e y  p o in t  up th e  e d u c a tio n  and th e  work e x p e r ie n c e  
o f  th e  a p p l i c a n t .

A . M ost im p o r ta n t  f a c t o r s  to  you i n  e v a lu a t in g  an  a p p l ic a n t?

B . Em phasis upon e d u c a tio n ?

C. Em phasis upon work e x p e r ie n c e ?

D. O th er im p o r ta n t  f a c to r s ?

E . Em phasis upon o th e r  f a c t o r s  a s  com pared w ith  em phasis  upon 
e d u c a tio n  and  work e x p e r ie n c e ?  P le a s e  e l a b o r a t e .

V I I I .  The le n g th ,  th e  n a tu r e ,  and  th e  c o m p le te n ess  o f  th e  d e t a i l  o f  th e
a p p l i c a t io n  l e t t e r  and  th e  d a ta  s h e e t  sh o u ld  be r e l a t e d  w ith  th e
e x te n t  o f  th e  background  o f  th e  a p p l i c a n t  and  w ith  th e  scope and 
th e  consequence o f  th e  p o s i t i o n  f o r  w hich he i s  a p p ly in g .

A. Maximum le n g th  o f  l e t t e r ?  . . .  d a ta  sh e e t?

B. R e la t io n s h ip  betw een  th e  background  o f  th e  a p p l i c a n t  and  th e  
le n g th ,  th e  n a t u r e ,  and th e  am ount o f  d e t a i l  o f  th e  a p p l ic a ­
t i o n  l e t t e r ?  . . .  o f  th e  d a ta  s h e e t?

C. R e la t io n s h ip  betw een th e  p o s i t i o n  a p p l ie d  f o r  and  th e  le n g th ,  
th e  n a tu r e ,  and  th e  am ount o f  d e t a i l  o f  th e  a p p l i c a t i o n  l e t ­
t e r ?  ,  ,  ,  o f  th e  d a ta  s h e e t?

IX . The c o n te n t  o f  th e  a p p l i c a t i o n  l e t t e r  sh o u ld  e x e m p lify  th e  " s a le s
ap p ro ach "  so a s  to  a t t r a c t  f a v o ra b le  a t t e n t i o n ,  a ro u s e  i n t e r e s t .
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s t im a la te  d e s i r e ,  and e l i c i t  a c t i o n  by th e  p ro s p e c t iv e  em ployer 
and to  r e s u l t  i n  a n o th e r  c o n ta c t  w ith  th e  a p p l i c a n t .

A, Com parison o f  a p p l i c a t i o n  l e t t e r  w ith  th e  s a l e s  l e t t e r ?

B, S i m i l a r i t i e s  o f  th e  a p p l i c a t i o n  l e t t e r  and th e  s a l e s  l e t t e r ?

C, D if f e r e n c e s  betw een th e  a p p l i c a t i o n  l e t t e r  and th e  s a l e s  l e t t e r ?

D, Way in  w hich a p p l i c a n t  can  w r i te  h i s  a p p l i c a t i o n  l e t t e r  so  a s  
to  u se  th e  s a l e s  approach?

X, In fo rm a tio n  f o r  th e  re fe re n c e  s e c t io n  o f  th e  d a ta  s h e e t  sh o u ld  he 
p re s e n te d  c a r e f u l l y  and c o m p le te ly  so iJ ia t  th e  p r o s p e c t iv e  em ployer 
may n o t  o n ly  r e a d i l y  fo llo w  i t  up h u t  i s  a l s o  enco u rag ed  to  do s o .

A. D e s ire  f o r  a p p l i c a n t s  to  s u b m it r e f e r e n c e s  i n  th e  w r i t t e n  ap­
p l i c a t i o n ?

B , Types o f  p o s i t i o n s  f o r  w hich i t  i s  more im p o r ta n t  to  have 
r e f e r e n c e s ?

C, F requency  i n  c o n ta c t in g  r e f e r e n c e s ?

D. Types o f  r e f e r e n c e s  p r e f e r r e d ?

£ .  W eight g iv e n  to  w hat th e  r e f e r e n c e s  say  i n  c o n n e c tio n  w ith  ap­
p l i c a n t '  s g e t t i n g  p o s i t io n ?

F . lÿ p e s  o f  in fo rm a tio n  a b o u t th e  r e f e r e n c e s  t h a t  you l i k e  f o r  th e  
a p p l i c a n t  to  su b m it (su c h  a s  t i t l e ,  a d d re s s ,  te le p h o n e  num ber, 
and so  f o r th ) ?

G. D e s ire  t h a t  t h i s  r e f e r e n c e  in fo rm a tio n  be p la c e d  i n  th e  d a ta  
s h e e t?  . . .  a p p l i c a t i o n  l e t t e r ?  . . . bo th?

H. D e s ire d  l o c a t io n  f o r  t h i s  in fo rm a tio n  ( s e p a r a te  s e c t io n  i n  d a ta  
s h e e t ,  and so  f o r th ) ?

P r e p a r a t io n

X I. The q u a l i t y  o f  e x p re s s io n  ev id en ced  i n  th e  a p p l i c a t i o n  l e t t e r  and 
i n  th e  d a ta  s h e e t  sh o u ld  be d e s ig n e d  to  im p ress  th e  p ro s p e c t iv e  em­
p lo y e r  i n  te rm s  o f  th e  a p p lic a n t*  s academ ic background  f o r  h a n d lin g  
th e  d u t i e s  and th e  r e s p o n s i b i l i t i e s  in v o lv e d  i n  th e  p o s i t i o n .

A . F i r s t  a s p e c t  o f  th e  a p p l i c a t i o n  l e t t e r  t h a t  u s u a l l y  g e t s  y o u r  
a t t e n t i o n ?  . . .  th e  d a ta  s h e e t  .  .  . ?
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B, F a c to r s  t h a t  you lo o k  f o r  i n  th e s e  two in s i r a m e u ts  t h a t  h e lp  you 
i n  d e te rm in in g  th e  a c c u ra c y  and th e  s i n c e r i t y  o f  th e  a p p l ic a n t?

C, Amount o f i n t e r e s t  i n  ifh a t th e  a p p l i c a n t  s a y s  and i n  th e  way 
i n  w hich he say s  i t ?

D, F a c to r s  i n t e r e s t e d  i n  a b o u t th e  a p p l i c a t i o n  l e t t e r  and  th e  d a ta  
s h e e t  b e s id e s  s t r i c t l y  background  in fo rm a tio n ?

E , S ig n if ic a n c e  o f  an  a p p l i c a t i o n  l e t t e r  a n d /o r  a  d a ta  s h e e t  t h a t  
was n o t  n e a t  i n  y o u r  e v a lu a t io n  o f  th e  a p p l i c a n t  f o r  employment?

F , S ig n if ic a n c e  o f w eak n esses  i n  e x p re s s io n ,  su ch  a s  p o o r grammar, 
p o o r  word c h o ic e , im p ro p e r  s p e l l i n g ,  and  f a u l t y  p u n c tu a tio n  i n  
y o u r  e v a lu a t io n  o f  th e  a p p l i c a t i o n  l e t t e r  and  th e  d a ta  s h e e t  in  
e x te n d in g  an  in te rv ie w ?  . . .  h i r i n g  th e  a p p l ic a n t?

X I I .  The s t y l e  o f  w r i t in g  i n  th e  a p p l i c a t io n  l e t t e r  sh o u ld  be p e r s o n a l ,
and th e  p e r s o n a l  to n e  sh o u ld  be e s ta b l i s h e d  a p p r o p r ia t e ly  betw een
th e  ex trem es  o f  a rro g a n c e  and  t i m i d i t y ,

A. R e a c tio n  to  th e  a p p l i c a n t 's  u se  o f f i r s t - p e r s o n  p ro n o u n s , such 
a s  " I"  and "m y," i n  h i s  a p p l i c a t io n  l e t t e r ?

B. Way i n  w hich a p e rs o n  can t e l l  a b o u t h i s  a c h iev em en ts  and 
h o n o rs  w ith o u t a p p e a r in g  a r ro g a n t?  I n t e r e s t e d  i n  th e s e  accom­
p lish m e n ts ?

C. O ffe n s iv e n e s s  o f  r e f l e c t i o n  o f a r r o g a n t  p e r s o n a l i t y  o r  a  t im id  
p e r s o n a l i ty ?  P le a s e  e l a b o r a t e .

D. S iy le  o f  w r i t i n g  p r e f e r r e d  in  th e  a p p l i c a t i o n  l e t t e r ?

P u rp o se s  o f  th e  A p p l ic a t io n  L e t t e r  and  th e  Resume 

In  t h i s  s e c t io n ,  and i n  su b se q u e n t s e c t i o n s ,  a r e  p re s e n te d  th e  

f in d in g s  g a in e d  d u r in g  in te r v ie w s  w ith  50 p e rs o n n e l m en. The p a t t e r n  o f  

p r e s e n ta t io n  i s  s im i l a r  to  t h a t  u sed  i n  C h a p te r  I I I ,  w ith  em phasis on th e  

p u rp o s e s , th e  f u n c t io n s ,  th e  c o n te n t ,  and th e  p r e p a r a t io n  o f  th e  a p p l ic a ­

t i o n  l e t t e r  and  th e  resum e.

The i n t e n t  o f  t h i s  c h a p te r  i s  to  r e v e a l  th e  u t i l i z a t i o n  u n d er­

s ta n d in g s  h e ld  by p e rs o n n e l men and  to  r e l a t e  them  to  th e  i n s t r u c t i o n a l  

u n d e rs ta n d in g s  d ev e lo p ed  i n  C h a p te r  I I I ,  T hus, t h i s  d i s c u s s io n  c o n s i s t s
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p r im a r i ly  o f  an  a n a ly s i s  o f  th e  p r a c t i c e s  and th e  p o in t s  o f  v iew  o f th e  

p e rs o n n e l men co n ce rn in g  th e  p r e p a r a t io n  and  th e  u s e  o f  th e  a p p l i c a t io n  

l e t t e r  and th e  resum e.

E ach fundam ental u t i l i z a t i o n  u n d e rs ta n d in g  d ev e lo p ed  i n  t h i s  s tu d y  

i s  ty p o g r a p h ic a l ly  em phasized  by in d e n ta t io n s  and u n d e r l in in g  w i th in  a 

p a r t i c u l a r  s e c t io n  o f t h i s  c h a p te r .  Then th e  m a te r ia l  i s  p r e s e n te d  i n  th e  

form  o f :  ( l )  d e t a i l s  t h a t  have gone in to  th e  developm ent o f  e a c h  u t i l i ­

z a t io n  s ta te m e n t ,  (2 )  i n t e r p r e t a t i o n  o f  th o s e  d e t a i l s  by t h i s  w r i t e r ,  and

( 3 ) a  s ta te m e n t o f  th e  o p in io n  o f  th e  w r i t e r  r e l a t i v e  to  th e  d e g re e  o f  

r e l a t i o n s h i p  betw een th e  p r a c t i c e s  and th e  p o in t s  o f  v iew  o f p e rs o n n e l  men 

a s  th e y  make u se  o f  a p p l i c a t io n  l e t t e r s  and  resum es and th e  i n s t r u c t i o n a l  

m a te r i a l s  t h a t  a re  a p p l ic a b le  to  te a c h in g  a b o u t them .

I n  C h ap te r  I I I ,  th e  in fo rm a tio n  makes i t  a p p a re n t  t h a t  te x tb o o k  

a u th o rs  co n ten d  i h a t  th e  a p p l i c a t io n  l e t t e r  and th e  resum e be d e s ig n e d  to  

acc o m p lish  th e s e  two p u rp o s e s : ( l )  to  o b ta in  an  in te r v ie w  w ith  th e  p ro ­

s p e c t iv e  em ployer and (2 )  to  e n a b le  th e  a p p l i c a n t  to  "win o u t"  o v e r  o th e r s .  

The d a ta  g a th e re d  in  th e  in te r v ie w s  co n d u c ted  i n  t h i s  i n v e s t i g a t i o n  in d i ­

c a te  t h a t  th e  50 p e rso n n e l men h o ld , i n  g e n e r a l ,  to  th e  v iew  t h a t :

The a p p l i c a t io n  l e t t e r  and th e  resum e a r e  among th e  m ost 

e f f e c t i v e  d e v ic e s  t h a t  may be u se d  by an  a p p l i c a n t  to  o b ta in  an 

in te r v ie w .

A l l  o f  th e  p e rs o n n e l men e x p re s se d  th e  o p in io n  t h a t  th e  in te rv ie w  

i s  a  v e ry  im p o r ta n t te c h n iq u e  in  th e  e v a lu a t io n  o f  th e  a p p l i c a n t s  f o r  

p o s i t i o n s .  They d id  n o t ,  how ever, a g re e  co n c e rn in g  th e  d e v ic e s  t h a t  th e  

a p p l ic a n t s  sh o u ld  u se  i n  m aking t h e i r  r e q u e s ts  f o r  in te r v ie w s .



T h i r ty - e ig h t ,  o r  76 p e rc e n t»  o f  th e  p e rs o n n e l men in d ic a te d  t h a t  

th e y  p r e f e r  t h a t  th e  a p p l i c a n t  r e q u e s t  an  in t e r v ie w  by s u b n i t t i n g  a l e t ­

t e r  and  a  resum e, a t  l e a s t  u n d e r  c e r t a i n  c i rc u m s ta n c e s .  Such c ircu m ­

s ta n c e s  a s  th e  fo llo w in g  a f f e c t  t h e i r  p r e f e r e n c e s  c o n c e rn in g  th e  

d e s i r a b i l i t y  o f  an  a p p l i c a n t 's  l e t t e r  and resum e: ( l )  th e  ty p e  o f  a p p l i ­

c a t io n ,  i n v i t e d  o r  u n in v i te d ,  and  (2 )  th e  p ro x im ity  o f  th e  a p p l i c a n t 's  

r e s id e n c e .  W henever p o s s i b l e ,  some o f  th e  p e rs o n n e l men p r e f e r  t h a t  th e  

a p p l i c a n t  u se  e i t h e r  th e  te le p h o n e  o r  th e  p e r s o n a l  v i s i t  in  r e q u e s t in g  

an  in te r v ie w .

Two, o r  4 p e r c e n t ,  o f  th e  p e rs o n n e l men p r e f e r  t h a t  th e  a p p l i c a n t  

make h i s  in te r v ie w  r e q u e s t  by te le p h o n e  u n d e r  a l l  c i rc u m s ta n c e s .  Ten, o r  

20 p e r c e n t ,  o f  them  have no p r e f e r e n c e  a s  to  th e  type o f  c o n ta c t  t h a t  th e  

a p p l i c a n t  sh o u ld  u se  to  r e q u e s t  an  in te r v ie w .

The w r i t t e n  a p p l i c a t i o n  a p p e a rs  to  be a t  l e a s t  a s  e f f e c t i v e  a s  

any o f  th e  o th e r  d e v ic e s  u sed  by a p p l i c a n t s  i n  t h e i r  a t te m p ts  to  o b ta in  

in te r v ie w s  f o r  em ploym ent. The ty p e s  o f  c o n ta c ts  t h a t  p e rs o n n e l men p r e ­

f e r  t h a t  a p p l ic a n t s  u se  i n  r e q u e s t in g  in te r v ie w s  v a ry  a c c o rd in g  to  th e  

c h a r a c t e r i s t i c s  o f  th e  p a r t i c u l a r  h i r i n g  s i t u a t i o n .

T here i s  a h ig h  d e g re e  o f  r e l a t i o n s h i p  betw een  th e  u t i l i z a t i o n  

u n d e r s ta n d in g  and  th e  i n s t r u c t i o n a l  u n d e r s ta n d in g  r e l a t i v e  to  th e  a p p l i ­

c a n t 's  e f f o r t s  to  o b ta in  an  in te r v ie w  w ith  th e  p r o s p e c t iv e  em p lo y er. The 

d i f f e r e n c e  betw een th e  two u n d e r s ta n d in g s  i s  th e  am ount o f  em phasis  p la c e d  

upon th e  a p p l i c a t i o n  l e t t e r  and  th e  resum e in  p a v in g  th e  way f o r  an  i n  te le ­

v ie w , A lth o u g h  th e  u t i l i z a t i o n  u n d e rs ta n d in g  p o in t s  up  th e  s ig n i f i c a n c e  

o f  th e  l e t t e r  and th e  resum e to  th e  a p p l i c a n t  i n  h i s  a t te m p t to  o b ta in  an
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in te r v ie w ,  t h i s  u n d e rs ta n d in g  e n ç h a a ia e s  t h a t  th e s e  two in s tru m e n ts  a re  

d e v ic e s  t h a t  may be u se d  to  o b ta in  an  in te rv ie w *  The i n s t r u c t i o n a l  u n d e i^  

s ta n d in g  does n o t  g iv e  c o n s id e r a t io n  to  o th e r  ty p e s  o f  c o n ta c t s ,  such  a s  

th e  te le p h o n e  c a l l  and  th e  p e r s o n a l  v i s i t ,  t h a t  th e  a p p l i c a n t  can  o f te n  

u se  to  r e q u e s t  an  in te r v ie w .

The a p p l i c a t i o n  l e t t e r  and th e  resum e a re  o f  l i m i t e d  v a lu e  

i n  e n a b lin g  one a p p l i c a n t  to  "w in o u t” o v e r  o th e r s  i n  th e  f i n a l  

s ta g e s  o f  th e  h i r i n g  p ro c e d u re *

I n  th e  c o n fe re n c e s  w ith  th e  p e rs o n n e l men, th e r e  were e v id e n c e d  

v a r io u s  ty p e s  o f  t i i in k in g  re g a rd in g  th e  v a lu e  o f  th e  a p p l i c a t i o n  l e t t e r  

and  th e  resum e in  th e  h i r i n g  p ro c e d u re . I n  th e  t a b u la t i o n  below  i s  in ­

d ic a te d  th e  th in k in g  o f  th e  in te r v ie w e e s  c o n c e rn in g  th e  e x t e n t  o f  u s e f u l ­

n e s s  o f  th e  l e t t e r  and  th e  resume i n  e v a lu a t in g  th e  a p p l i c a n t  f o r  a 

p o s i t io n *

E x te n t  o f  U s e fu ln e s s  o f  Number o f Men P e r c e n t  o f  50
L e t t e r  and  Resume I n d ic a t in g  R esponses

U se fu l th ro u g h o u t h i r i n g
p r o c e d u r e .......................................................  16 32

D e c re a s in g  u s e f u ln e s s  a s  h i r i n g
p ro ced u re  p ro g re s s e s  ...........................  18 36

U se fu l o n ly  i n  d e c id in g  w h e th e r
to  e x te n d  in te r v ie w  * * * * * *  16 32

The p e rs o n n e l men, in  g e n e r a l ,  i n d i c a te d  t h a t  th e  l e t t e r  and  th e  

resum e would u s u a l l y  be o f  l i t t l e  o r  no v a lu e  to  them a s  d e c id in g  f a c t o r s  

i n  ch o o s in g  among a p p l i c a n t s  f o r  a p o s i t i o n  when o th e r  f a c t o r s  a b o u t th e  

a p p l i c a n t s  a r e  s im ila r*  The in te rv ie w e e s  in d ic a te d  t h a t  such  th in g s  as  

th e  a p p l i c a n t 's  a p p e a ra n c e  and h i s  o v e r a l l  p e r s o n a l i ty  w ould be more 

u s e f u l  in  s e t t i n g  one a p p l i c a n t  a p a r t  from  th e  o th e r s  th a n  th e  l e t t e r  and 

th e  resume*
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I t  i s  e v id e n t  t h a t  a s  th e  p r o s p e c t iv e  em ployer h a s  in c r e a s in g  p e r ­

so n a l  c o n ta c t  w ith  th e  a p p l i c a n t ,  he a t t a c h e s  d e c re a s in g  s ig n i f i c a n c e  to  

th e  l e t t e r  and th e  resum e in  b i s  e v a lu a t io n  o f  th e  a p p l i c a n t  f o r  th e  po­

s i t i o n .  M ost o f  th e  p e rs o n n e l men t h a t  w ere in te rv ie w e d  i n  t h i s  s tu d y , 

t h e r e f o r e ,  c o n s id e r  th e  l e t t e r  and th e  resum e to  be o f  l im i t e d  v a lu e  to  

them  a f t e r  th e se  two in s tru m e n ts  have b een  u sed  in  d e c id in g  w h e th e r to  

e x te n d  th e  a p p l i c a n t  an  in te r v ie w . The a p p l i c a n t  sh o u ld  r e a l i z e  t h a t  th e  

p e rs o n n e l  man c o n s id e r s  many f a c t o r s  a b o u t him  i n  e v a lu a t in g  him f o r  a 

p o s i t i o n .

There i s  a  low d eg ree  o f  r e l a t i o n s h i p  betw een th e  u t i l i z a t i o n  

u n d e rs ta n d in g  and th e  i n s t r u c t i o n a l  u n d e rs ta n d in g  r e l a t i v e  to  th e  a p p l i ­

c a n t 's  e f f o r t s  to  "w in o u t"  o v e r  one o r  more o th e r  a p p l i c a n t s .  The 

u t i l i z a t i o n  u n d e r s ta n d in g  o n ly  em p h asizes  th e  im p o rtan ce  o f  th e  l e t t e r  

and  th e  resume to  th e  a p p l ic a n t  in  h i s  o b ta in in g  an in te r v ie w ,  w h ile  th e  

i n s t r u c t i o n a l  u n d e r s ta n d in g  i n  C h a p te r  I I I  em phasizes th e  im p o rtan ce  o f  

th e s e  two in s tru m e n ts  i n  h i s  "w inn ing  o u t"  o v e r  h i s  c o m p e tit io n  f o r  a  po­

s i t i o n .  The u t i l i z a t i o n  u n d e rs ta n d in g  c o n s id e r s  th e  l e t t e r  and  th e  r e ­

sume to  be o f  m ore l i m i t e d  v a lu e  to  him  i n  th e  h i r i n g  p ro c e d u re  th a n  does 

th e  i n s t r u c t i o n a l  u n d e r s ta n d in g . The s ig n i f i c a n c e  o f  th e  a p p l i c a t i o n  l e t ­

t e r  and th e  resum e i n  th e  o b ta in in g  o f  an  in te r v ie w  h a s  been  b ro u g h t o u t  

p r e v io u s ly  i n  t h i s  c h a p te r .  The a p p l i c a n t  who u s e s  th e  l e t t e r  and th e  

resum e to  make h i s  i n i t i a l  c o n ta c t  w ith  th e  p r o s p e c t iv e  em ployer w i l l  

u s u a l l y  n o t be a b le  to  "win o u t"  o v e r  h i s  c o m p e tit io n  f o r  th e  p o s i t i o n  

u n le s s  he f i r s t  o b ta in s  an  in t e r v ie w .  B ecause th e  l e t t e r  and th e  resum e 

e n a b le  th e  a p p l i c a n t  t o  o b ta in  an  in te r v ie w ,  how ever, do es  n o t  im p ly  t h a t  

th e y  w i l l  g r e a t l y  in f lu e n c e  h i s  o b ta in in g  th e  p o s i t i o n .  T h a t i s ,  th e
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o b ta in in g  o f  th e  in te r v ie w  and th e  o b ta in in g  o f  th e  p o s i t i o n  a r e  two d i s ­

t i n c t  and s e p a ra te  accom p lish m en ts  f o r  th e  a p p l i c a n t .

F u n c tio n s  o f  th e  A p p lic a t io n  L e t t e r  and th e  Restuae

The in fo n n a t io n  i n  C h ap te r I I I  makes i t  a p p a re n t t h a t  te x tb o o k  

a u th o rs  con tend  t h a t  th e  a p p l i c a t i o n  l e t t e r  and th e  resum e, u se d  j o i n t l y ,  

be d e s ig n e d  to  p e rfo rm  two d i s t i n c t  f u n c t i o n s .  They a re  a s  fo l lo w s :

( l )  to  re v e a l  un iq u e  in d iv id u a l  c h a r a c t e r i s t i c s  and (2 )  to  p r e s e n t  con­

c r e t e  ev id en ce  o f em ploym ent p o t e n t i a l .  The a u th o rs  f u r t h e r  a d v o c a te  t h a t  

th e  l e t t e r  sh o u ld  s e rv e  to  p e r s o n a l iz e  th e  a p p l i c a n t  and  t h a t  th e  resume 

sh o u ld  convey c o n s id e ra b le  d e t a i l e d  in fo r m a t io n .  The d a ta  g a th e re d  i n  th e  

in te rv ie w s  conducted  i n  t h i s  in v e s t i g a t io n  in d i c a te  t h a t  th e  50 p e rso n n e l 

men h o ld , i n  g e n e r a l ,  to  th e  view  t h a t :

The a p p l ic a n t  w i l l  o f te n  g a in  an  a d v a n ta g e  by s u b m it t in g  an  

a p p l ic a t io n  l e t t e r  and  a  resume t h a t  d i s t i n c t i v e l y  r e v e a l  h i s  

o v e r a l l  q u a l i f i c a t i o n s  f o r  th e  p o s i t i o n  t h a t  he  i s  s e e k in g .

I n  th e  in te r v ie w s  w ith  th e  p e rs o n n e l men, th e r e  w ere i n d i c a te d  

d i f f e r i n g  id e a s  r e l a t i v e  to  th e  v a lu e  o f  d i s t i n c t i v e n e s s  i n  th e  a p p l ic a ­

t i o n  l e t t e r  and th e  resum e. The fo llo w in g  t a b u la t i o n  p r e s e n ts  ev id en ce  

o f  th e  th in k in g  o f th e  p e rs o n n e l  men r e l a t i v e  to  th e  im p o rtan ce  o f  th e  

a p p l i c a n t 's  s u b m it t in g  a l e t t e r  and a resum e t h a t  d i s t i n c t i v e l y  p r e s e n t  

him f o r  th e  p o s i t i o n .

V alue o f  D is t in c t iv e n e s s  Number o f  Men P e rc e n t  o f  50
i n  L e t t e r  and  Resume I n d ie a t in g  R esponses

I m p o r t a n t ....................................................  29 58
Im p o rta n t o n ly  i n  c e r t a i n

s i t u a t i o n s  . . . . . . . . . .  7 14
N ot p a r t i c u l a r l y  im p o r ta n t  . . .  14 28
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The 29 p e rs o n n e l men who re g a rd  d l s t i n c t Î T e n e s s  a s  im p o r ta n t  i n  

th e  l e t t e r  and th e  resume in d i c a te d  t h a t  th e y  b e l ie v e  t h a t  t h i s  q u a l i t y  

h e lp s  them  to  l e a m  a b o u t th e  u n iq u e n e ss  o f th e  i n d i v id u a l .  Seven i n t e r ­

v ie w e e s , who re g a rd  d i s t i n c t i v e n e s s  a s  im p o r ta n t  to  them  o n ly  i n  c e r t a i n  

s i t u a t i o n s ,  in d ic a te d  t h a t  t h i s  i s  a  m a t te r  r e l a t e d  to  th e  re q u ire m e n ts  

o f  th e  p o s i t i o n  t h a t  th e  a p p l i c a n t  i s  s e e k in g .  F o r  exam ple , when th e  

p o s i t i o n  r e q u i r e s  c r e a t i v i t y  on th e  p a r t  o f  th e  a p p l i c a n t ,  d i s t i n c t i v e ­

n e s s  a s s i s t s  th e  p e r s o n n e l men i n  e v a lu a t in g  each  a p p l i c a n t .  One i n t e r ­

v ie w e e , who in d i c a te d  t h a t  a  c lo s e  r e l a t i o n s h i p  e x i s t s  betw een  th e  

p o s i t i o n  re q u ire m e n ts  and th e  need  f o r  d i s t i n c t i v e n e s s  i n  th e  l e t t e r  and 

th e  resum e, made th e  fo l lo w in g  s ta te m e n t :

One im p re s s io n  t h a t  I  have g a in e d  o f  some e f f o r t s  to  h e lp  s tu ­
d e n ts  i n  t h e i r  em ploym ent s e a rc h  i s ,  i n  my e s t im a t io n ,  a te n d e n c y  to  
d e l e t e  th e  i n d i v i d u a l i t y  o f  ap p ro a c h e s  and  to  c r e a te  a  s t e r e o t y p e  
p r e s e n ta t i o n .  We h av e  n o t ic e d  t h a t  a t  some i n s t i t u t i o n s  a l l  s t u ­
d e n ts  make th e  same p r e s e n ta t i o n  and  th e  same r o u te  o f  p r e p a r a t io n ,  
and a l s o  c o l l e c t i v e l y  ig n o re  o th e r  a p p ro a c h e s  and o th e r  a r e a s  o f  i n ­
fo  n a t i o n .  We would p r e f e r  t h a t  l e t t e r s  o f  a p p l i c a t i o n  and  resum es 
r e p r e s e n t  th e  s tu d e n t  and  be in d i c a t i v e  o f  th e  s t u d e n t 's  th o u g h t 
p ro c e s s e s  r a t h e r  th a n  th o s e  o f  someone e l s e .  When th e  l e t t e r  o f  ap­
p l i c a t i o n  t r u l y  r e p r e s e n t s  th e  s t u d e n t ,  i t  becom es a n o th e r  t o o l  i n  
o u r  s e l e c t i o n  p r o c e s s .^

C o l le g e - le v e l  b u s in e s s  w r i t in g  te x tb o o k s  in c lu d e  m odel a p p l i c a t i o n  

l e t t e r s  and resum es i n  t h e i r  co v erag e  o f  th e s e  two in s t r u m e n ts .  Some ap ­

p l i c a n t s  f o r  p o s i t i o n s  p a t t e r n  t h e i r  l e t t e r s  and resum es a f t e r  th e s e  

m o d e ls . P re s e n te d  i n  th e  fo llo w in g  t a b u l a t i o n  a re  th e  r e a c t io n s  t h a t  th e  

p e rs o n n e l  men e v id en ced  r e l a t i v e  to  th e  a p p l i c a n t 's  s u b m it t in g  a  l e t t e r  

and  a  resum e t h a t  have been  p a t te r n e d  a f t e r  " te x tb o o k  m o d e ls ."

^ P e rso n n e l Man No. 18 (num bers u se d  to  p ro v id e  a n o n y m ity ) .
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R e a c tio n  to  Model Number o f  Men P e r c e n t  o f  50
_______Types  I n d ic a t in g  R esponses

O b je c t to  r e c e iv in g  t h e m   16 32
R e a c tio n  v a r i e s  a c c o rd in g  to

each  s i t u a t i o n ......................................  6 12
N ot enough model ty p e s  re c e iv e d

to  v o ic e  r e a c t i o n ............................. 3 6
No o b je c t io n  to  r e c e iv in g  them , , 25 50

The 16 re s p o n d e n ts  who o b je c te d  to  r e c e iv in g  te x tb o o k -m o d e l l e t ­

t e r s  and resum es in d i c a te d  t h a t  th e y  do n o t  b e l ie v e  t h a t  th e y  can l e a m  

enough a b o u t th e  u n iq u e n e ss  o f  th e  p a r t i c u l a r  a p p l i c a n t  i f  he su b m its  

such  ty p e s  o f  in s t r u m e n ts .  One in te rv ie w e e  in d ic a te d  t h a t  he would g iv e  

th e  a p p l i c a n t  who s u b m itte d  a  te x tb o o k -m o d e l l e t t e r  a n d /o r  resum e c r e d i t  

f o r  know ing where to  lo o k  to  g e t  th e  m o d e l( s ) ,  assum ing  t h a t  th e  m o d e l(s )  

w ere p e r t i n e n t  to  h i s  own a p p l i c a t i o n  s i t u a t i o n .  He f u r t h e r  i n d i c a te d ,  , 

how ever, t h a t  i f  two a p p l i c a n t s  w ere a p p ly in g  f o r  th e  same p o s i t i o n ,  

o th e r  f a c t o r s  a b o u t th e  a p p l i c a n t s  b e in g  e q u a l ,  th e  a p p l i c a n t  who had 

su b m itte d  th e  more n e a r ly  o r i g i n a l  l e t t e r  and  resume w ould be g iv e n  

p r i o r i t y  o v e r  th e  o th e r  a p p l i c a n t  i n  th e  h i r i n g  p ro c e d u re .

Two o f  th e  25 p e r s o n n e l men who e x p re s s e d  no o b je c t io n  to  th e  

a p p l i c a n t s '  s u b m it t in g  te x tb o o k -m o d e l l e t t e r s  and resum es in d ic a te d  t h a t ,  

b eca u se  a p p l ic a n t s  a re  ta u g h t  to  u se  tex tb o o k -m o d e Is  i n  t h e i r  c o l l e g i a t e  

t r a i n i n g ,  th e y  have no o b je c t io n  to  r e c e iv in g  such  ty p e s  o f  in s tru m e n ts  

from  them . One o f  th e s e  two in te rv ie w e e s  in d i c a te d  t h a t  h i s  t r a i n i n g  i n  

a c o l l e g i a t e  b u s in e s s  w r i t i n g  c o u rse  was l a r g e l y  r e s p o n s ib le  f o r  h i s  n o t 

o b je c t in g  to  a te x tb o o k -m o d e l a p p l i c a t io n  l e t t e r .  H is  b u s in e s s  w r i t in g  

te a c h e r  had  em phasized  t h a t  p a t t e r n s  o f  w r i t i n g  in  th e  te x tb o o k  f o r  c e r ­

t a i n  ty p e s  o f  l e t t e r s ,  su ch  a s  th e  a p p l i c a t i o n  l e t t e r ,  were good to  u se
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as  m o d e ls . I n  t h i s  p e rs o n n e l m an 's  o p in io n ,  many o th e r s  have had  s im i l a r  

t r a i n i n g  i n  c o l l e g i a t e  b u s in e s s  w r i t in g  c o u r s e s .

Over one h a l f  o f  th e  p e rs o n n e l men in te rv ie w e d  p r e f e r  t h a t  th e  

l e t t e r  and  th e  resume d i s t i n c t i v e l y  p r e s e n t  th e  a p p l ic a n t  f o r  a p o s i t i o n .  

No one o b je c te d  to  a d i s t i n c t i v e  l e t t e r  and resum e i f  th e  d i s t i n c t i v e n e s s  

i s  n o t c a r r i e d  to  an  e x c e s s .  The a p p l ic a n t  w i l l  o f te n  g a in  an  a d v a n ta g e , 

t h e r e f o r e ,  by s u b m it tin g  a d i s t i n c t i v e  l e t t e r  and resum e f o r  th e  p o s i t i o n .

There i s  a r e l a t i v e l y  h ig h  d e g re e  o f  r e l a t i o n s h i p  betw een th e  

u t i l i z a t i o n  u n d e rs ta n d in g  and th e  i n s t r u c t i o n a l  u n d e rs ta n d in g  re g a rd in g  

d i s t i n c t i v e n e s s  i n  th e  a p p l i c a t i o n  l e t t e r  and th e  resum e. The m ain  d i f ­

fe r e n c e  betw een th e  two u n d e rs ta n d in g s  i s  i n  th e  am ount o f  em phasis p la c e d  

upon th e  need f o r  d i s t i n c t i v e n e s s  i n  th e se  two in s t r u m e n ts .  The u t i l i z a ­

t i o n  u n d e rs ta n d in g , in  s t a t i n g  t h a t  th e  a p p l i c a n t  w i l l  o f te n  g a in  an  ad­

v a n ta g e  by s u b m ittin g  a  d i s t i n c t i v e l y  p re p a re d  l e t t e r  and resum e, ta k e s  

in t o  c o n s id e r a t io n  th e  f a c t  t h a t  p e rs o n n e l men v a ry  i n  t h e i r  th in k in g  

r e l a t i v e  to  th e  im p o rtan ce  o f  d i s t i n c t i v e n e s s  i n  th e s e  two in s tru m e n ts  

a c c o rd in g  to  th e  p a r t i c u l a r  c h a r a c t e r i s t i c s  o f  th e  h i r i n g  s i t u a t i o n .  The 

in s t r u c t i o n a l  u n d e rs ta n d in g  em phasizes t h a t  a l l  a p p l ic a n t s  sh o u ld  su b m it 

d i s t i n c t i v e l y  p re p a re d  l e t t e r s  and resum es f o r  a l l  ty p e s  o f p o s i t i o n s  w ith  

a l l  ty p e s  o f  com panies.

The a p p l i c a t io n  l e t t e r  and  th e  resum e sh o u ld  p r e s e n t  th e  p e r ­

so n ' s  o v e r a l l  q u a l i f i c a t i o n s  in  such  a  way t h a t  th e  p ro s p e c t iv e  

em ployer w i l l  be h e lp e d  i n  d e te rm in in g  w h e th e r  he has  p o t e n t i a l  

f o r  th e  p o s i t i o n  f o r  w hich he i s  a p p ly in g .
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I n  th e  in te r v ie w s ,  4 4 , o r  88 p e r c e n t ,  o f  th e  p e rs o n n e l men i n d i ­

c a te d  t h a t  th e  l e t t e r  and th e  resum e a r e  h e lp f u l  to  them  i n  t h e i r  a t te m p ts  

to d e te rm in e  w hether th e  a p p l i c a n t  h a s  p o t e n t i a l  f o r  th e  p o s i t i o n  t h a t  he 

i s  s e e k in g . S ix , o r  12 p e r c e n t ,  o f th e  in te rv ie w e e s  in d i c a te d  t h a t  th e s e  

two in s tru m e n ts  a r e  n o t  p a r t i c u l a r l y  h e lp f u l  to  them in  d e te rm in in g  such 

p o t e n t i a l .

The 44 men who e x p re s s e d  a  b e l i e f  t h a t  th e  l e t t e r  and th e  resume 

a re  h e lp f u l  to them  i n  d e te rm in in g  th e  a p p l i c a n t ’ s p o t e n t i a l  f o r  th e  po­

s i t i o n  in d ic a te d  t h a t  th e y  lo o k  f o r  v a r io u s  f a c t o r s  a b o u t th e  a p p l i c a n t ,  

a s  r e v e a le d  in  th e s e  two in s t ru m e n ts ,  i n  h e lp in g  them  to  d e te rm in e  p o te n ­

t i a l .  Some o f  th e s e  f a c t o r s  a re  a s  fo l lo w s :  ( l )  e d u c a t io n ,  i . e . ,  d e g re e ,

m a jo r , s c h o o l, d a t e s ,  and so f o r th ;  ( 2 )  work e x p e r ie n c e ,  i . e . ,  em p lo y e rs , 

d a t e s ,  "type of w ork, and so f o r t h ;  ( 3 )  a c t i v i t i e s ;  ( 4 )  e x p re s s io n ,  i . e . ,  

n e a tn e s s ,  o r g a n iz a t io n ,  gramm ar, and so f o r t h ;  ( s )  p e r s o n a l  d e t a i l s ,  i . e . ,  

h e ig h t ,  w e ig h t, m a r i t a l  s t a t u s ,  and so f o r t h ;  and (6 )  ev id e n c e  o f  g row th  

and accom plishm en t.

Only 15, o r  30 p e r c e n t ,  o f  th e  p e r s o n n e l  men in d i c a te d  t h a t ,  in  

g e n e r a l ,  a p p l ic a n t s  f o r  p o s i t i o n s  sh o u ld  be a b le  to  show i n  t h e i r  l e t t e r s  

and resum es t h a t  th e y  a r e  aw are o f th e  re q u ire m e n ts  o f  th e s e  p o s i t i o n s .

The in te rv ie w e e s  in d i c a te d  t h a t  th e y  r e a l i z e  t h a t  th e  a p p l i c a n t  i s  o f te n  

l im i t e d  a s  to  j u s t  how much in fo rm a tio n  he can  o b ta in  a b o u t th e  p o s i t i o n .  

B ecause th e  p e rso n n e l man i s  i n t e r e s t e d  i n  h i s  company, he i s  l i k e l y  to  

be f a v o ra b ly  im p re sse d  by th e  a p p l ic a n t  who i s  i n t e r e s t e d  i n  i t  to o .  He 

i s  l i k e l y  to  be f a v o ra b ly  im p re sse d , a l s o ,  by th e  a p p l i c a n t  who r e v e a l s ,  

i n  h i s  w r i t t e n  a p p l i c a t i o n ,  t h a t  he was i n t e r e s t e d  enough i n  h i s  company 

to  have le a rn e d  a b o u t th e  p a r t i c u l a r  p o s i t i o n  re q u ir e m e n ts .  M ost o f  th e
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p e rs o n n e l men, how ever, c o n s id e r  th e  l e t t e r  and th e  resum e h e lp f u l  to  

them in  d e te rm in in g  th e  a p p l i c a n t 's  p o t e n t i a l  f o r  p e rfo rm in g  i n  th e  po­

s i t i o n  w ith o u t e x p e c tin g  th e  a p p l i c a n t  to  r e l a t e  h i s  o v e r a l l  q u a l i f i c a ­

t i o n s  to  th e  s p e c i f i c  p o s i t i o n  re q u ire m e n ts .  In  m ost s i t u a t i o n s ,  th e  

o v e r a l l  im p re s s io n  t h a t  th e  a p p l i c a n t  makes on th e  p e rs o n n e l man when he 

does n o t  r e l a t e  th e s e  q u a l i f i c a t i o n s  to  th e  p o s i t i o n  re q u ire m e n ts  w i l l  he 

s i m i l a r  to  th e  im p re s s io n  t h a t  he makes on him when he does i n d i c a t e  th e  

r e l a t i o n s h i p  a s  he v iew s i t .

There i s  a m o d e ra te  d e g re e  o f  r e l a t i o n s h i p  betw een  th e  u t i l i z a t i o n  

u n d e rs ta n d in g  and th e  i n s t r u c t i o n a l  u n d e rs ta n d in g  d e v e lo p e d  i n  C h a p te r  I I I  

r e l a t i v e  to  th e  a p p l i c a n t 's  a t te m p ts  to  show i n  h i s  l e t t e r  and resume t h a t  

he h as  th e  p o t e n t i a l  f o r  p e rfo rm in g  in  th e  p o s i t i o n  t h a t  he i s  s e e k in g .

The m ain  d i f f e r e n c e  betw een th e  two u n d e r s ta n d in g s  i s  th e  m anner i n  w hich 

th e  a p p l i c a n t 's  q u a l i f i c a t i o n s  a r e  p r e s e n te d .  The u t i l i z a t i o n  u n d e r­

s ta n d in g  s t r e s s e s  th e  need f o r  th e  a p p l i c a n t ,  i n  h i s  l e t t e r  and resum e, 

to  so w r i te  a b o u t h i s  o v e r a l l  q u a l i f i c a t i o n s  t h a t  th e  p e rs o n n e l man w i l l  

be a b le  to  d e te rm in e  h i s  p o t e n t i a l  f o r  th e  p o s i t i o n .  The a p p l ic a n t  i s  n o t  

p a r t i c u l a r l y  h e lp e d  by r e l a t i n g  th e s e  q u a l i f i c a t i o n s  to  th e  p o s i t i o n  r e ­

q u ire m e n ts , The i n s t r u c t i o n a l  u n d e r s ta n d in g  s t r e s s e s  th e  need  f o r  th e  

a p p l i c a n t ,  i n  h i s  l e t t e r  and resum e, to  r e l a t e  h i s  q u a l i f i c a t i o n s  to  th e  

s p e c i f i c  re q u ire m e n ts  o f  th e  p o s i t i o n .

The a p p l i c a t i o n  l e t t e r  sh o u ld  be u sed  by th e  a p p l i c a n t  to  

p ic tu r e  h i s  own i n d i v i d u a l i t y  i n  th e  m ind o f th e  p ro s p e c t iv e  

em p loyer.
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In  th e  in te r v ie w s ,  th e r e  was ev id e n c e d  b e l i e f  t h a t  th e  l e t t e r  

sh o u ld  r e v e a l  more th a n  j u s t  f a c t s  a b o u t th e  a p p l i c a n t .  F o r ty - f o u r ,  o r  

88 p e r c e n t ,  o f  th e  in te rv ie w e e s  i n d i c a te d  t h a t  th e  l e t t e r  i s  h e l p f u l  to  

them  in  fo rm u la tin g  a m e n ta l image o f  th e  a p p l i c a n t .  S ix , o r  12 p e rc e n t ,  

o f  th e  in te rv ie w e e s  in d ic a te d  t h a t  th e  l e t t e r  i s  n o t  h e lp f u l  to  them in  

fo rm u la tin g  such  an im age.

The 44 in te rv ie w e e s  who in d i c a te d  t h a t  th e  l e t t e r  i s  h e lp f u l  to  

them in  fo rm u la tin g  a m en ta l image o f  th e  a p p l i c a n t  m en tio n ed  s e v e r a l  f a c ­

t o r s  t h a t  th e y  lo o k  f o r  ab o u t him in  fo rm u la t in g  t h i s  im age . These f a c ­

t o r s  in c lu d e  th e  fo l lo w in g :  ( l )  p e r s o n a l i t y  ty p e ,  i . e . ,  f lo w e ry ,

b u s in e s s l ik e ,  c l e v e r ,  and so f o r t h ;  ( 2 )  s i n c e r i t y ;  ( 3 )  c r e a t i v i t y ;

( 4 ) a m b itio n s ; ( s )  o v e r a l l  a b i l i t y  t o  e x p re s s  h im s e lf ;  ( 6 )  a t t e n t i o n  to  

d e t a i l ;  and ( ? )  n e a tn e s s  ( o r  la c k  o f  i t ) .

The p e r s o n n e l men w ere ask ed  a b o u t th e  r e l a t i o n s h i p  t h a t  e x i s t s ,

i n  g e n e r a l ,  betw een  th e  m en ta l image t h a t  th e y  fo rm u la te  o f  th e  a p p l i c a n t

a f t e r  re a d in g  h i s  l e t t e r  and th e  m e n ta l im age t h a t  th e y  fo rm u la te  o f him  

a f t e r  th e  in te r v ie w .  The fo llo w in g  t a b u l a t i o n  in d i c a t e s  t h e i r  th in k in g  

r e l a t i v e  to  th e  r e l a t i o n s h i p  t h a t  e x i s t s ,  in  g e n e r a l ,  betw een  th e s e  two 

m e n ta l im ages.

R e la t io n s h ip  betw een Image
from  L e t t e r  and Image Number o f Men P e r c e n t  o f  50

_______from  In te rv ie w ______  I n d ic a t in g  R esponses

C l o s e   22 44
Somewhat c lo s e      13 26
N ot c l o s e ....................................................  4  8
D i f f i c u l t  to  s a y .................................  8 16
No a t te m p t to  d e v e lo p  im ages . , 3 6

One p e r s o n n e l  man in d ic a te d  t h a t  he  b e l ie v e s  t h a t  th e  s a f e s t  

th in g  f o r  th e  a p p l i c a n t  to  do i s  to  p r o j e c t  h im s e lf  th ro u g h  h i s  l e t t e r .
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d is p la y in g  h i s  own i n d i v i d u a l i t y .  He s t a t e d  t h a t  d an g er m igh t d e v e lo p  

f o r  b o th  th e  a p p l ic a n t  and th e  p ro s p e c tiv e  em p loyer i f  th e  a p p l i c a n t  

a t te m p te d  d e c e i t  by d i s p la y in g  someone e l s e ' s  p e r s o n a l i t y ,  such a s  t h a t  

o f  a b u s in e s s  w r i t in g  te x tb o o k  a u th o r .

A n o th er p e rso n n e l man m entioned  t h a t  i f  a  3 5 -y e a r -o ld  a p p l i c a n t  

e la b o r a te d  in  h i s  l e t t e r  on h i s  boy s c o u t b ack g ro u n d , he would te n d  to  

th in k  t h a t  th e  a p p l i c a n t  i s  l i v in g  on p a s t  a cco m p lish m en ts . T h is  i n t e r ­

v iew ee ev id en ced  th e  b e l i e f  t h a t  such  an e l a b o r a t i o n  would in d i c a te  a 

l a c k  o f  s e l f - c o n f id e n c e  on th e  p a r t  o f  th e  a p p l i c a n t .

A lm ost a l l  p e r s o n n e l  men b e l ie v e  t h a t  th e  l e t t e r  h e lp s  them  to  

l e a m  more th a n  mere f a c t s  a b o u t th e  a p p l i c a n t .  These in te rv ie w e e s  be­

l i e v e  t h a t  th e  l e t t e r  h e lp s  them to  fo rm u la te  a  m e n ta l image o f  th e  a p p l i ­

c a n t .  E v idence  o f  such  f a c t o r s  a s  p e r s o n a l i ty  ty p e ,  s i n c e r i t y ,  c r e a t iv i ty ,  

and  am b itio n s  o f  th e  a p p l i c a n t  a re  looked  f o r  a s  r e v e a le d  i n  th e  l e t t e r .  

The in te rv ie w e e s  v a ry  c o n s id e ra b ly  in  t h e i r  th in k in g  co n ce rn in g  th e  gen­

e r a l  r e l a t i o n s h i p  betw een th e  m en ta l image fo rm u la te d  o f  th e  a p p l i c a n t  

a f t e r  re a d in g  h i s  l e t t e r  and  t h a t  fo rm u la te d  o f  him  a f t e r  th e  in te r v ie w .

D uring  th e  in te r v ie w s ,  th e r e  was e v id e n c e d  c o n s id e ra b le  v a r i a t i o n  

i n  te rm s o f th e  c o n fid e n c e  t h a t  p e rso n n e l men e x h i b i t  r e l a t i v e  to  t h e i r  

a b i l i t y  to  fo rm u la te  an  a c c u ra te  m e n ta l image o f  th e  a p p l ic a n t  from  

re a d in g  h is  l e t t e r .  The in te rv ie w e e s  gave ev id en ce  o f  hav in g  p a r t i c u l a r  

d i f f i c u l t y ,  a t  t im e s , i n  fo rm u la tin g  m e n ta l im ages o f a p p l ic a n t s  becau se  

o f  th e  b r e v i ty  o f  t h e i r  l e t t e r .  The ty p e  and  th e  am ount o f e x p e r ie n c e  

t h a t  th e  p e rso n n e l man h a s  had i n  re a d in g  and  i n  e v a lu a t in g  l e t t e r s  and
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re s n n e s  from  c o l le g e -e d u c a te d  a p p l i c a n t s  may s i g n i f i c a n t l y  a f f e c t  h i s  

a b i l i t y  to  fo rm u la te  a c c u ra te  m e n ta l im ages o f  a p p l i c a n t s  a f t e r  re a d in g  

t h e i r  l e t t e r s .

T here  i s  a h ig h  d eg ree  o f  r e l a t i o n s h i p  betw een  th e  u t i l i z a t i o n  

u n d e r s ta n d in g  and th e  i n s t r u c t i o n a l  u n d e rs ta n d in g  r e l a t i v e  to  th e  a p p l i ­

c a n t ' 8 u s in g  th e  l e t t e r  to  p i c t u r e  h i s  own i n d i v i d u a l i t y  i n  th e  mind o f  

th e  p r o s p e c t iv e  em p loyer. T here  i s  a c t u a l l y  no s i g n i f i c a n t  d i f f e r e n c e  

betw een  th e s e  two u n d e r s ta n d in g s .

The resum e sh o u ld  be u sed  by th e  a p p l i c a n t  to  p r e s e n t ,  i n  an  

im p e rso n a l m anner, a  d e t a i l e d ,  c a te g o r iz e d  a c c o u n t o f  h im s e lf  to  

th e  p ro s p e c t iv e  em p lo y er.

I n  th e  in te r v ie w s ,  t h e r e  was g e n e ra l  ag reem en t a s  to  th e  ty p e s  o f  

in fo rm a tio n  t h a t  th e  a p p l i c a n t  sh o u ld  convey i n  h i s  resum e. These ty p e s  

o f  i n f o m a t i o n  in c lu d e  th e  fo l lo w in g :  ( l )  e d u c a t io n ,  i . e . ,  d e g re e , m a jo r ,

s c h o o l ,  d a t e s ,  and so f o r t h ;  ( 2 )  work e x p e r ie n c e ,  i . e . ,  em p lo y e rs , d a t e s ,  

ty p e  o f w ork, and so f o r th ;  ( 3 )  a c t i v i t i e s ;  and  ( 4 )  p e r s o n a l  d e t a i l s ,  i . e . ,  

h e ig h t ,  w e ig h t, m a r i t a l  s t a t u s ,  and so f o r t h .

F o r ty - s ix ,  o r  92 p e r c e n t ,  o f th e  p e rs o n n e l men in d i c a te d  t h a t  de­

t a i l e d  in fo rm a tio n  sh o u ld  be i n s e r t e d  i n  th e  resum e r a t h e r  th a n  th e  l e t ­

t e r .  T h re e , o r  6 p e r c e n t ,  o f  them in d ic a te d  t h a t  th e  a p p l i c a n t  may p u t  

d e t a i l e d  in fo rm a tio n  i n  e i t h e r  th e  resum e o r  th e  l e t t e r .  One in te rv ie w e e  

e x p re s s e d  th e  p re fe re n c e  t h a t  th e  a p p l i c a n t  p u t  h i s  d e t a i l e d  in fo rm a tio n  

in  th e  com pany's a p p l i c a t io n  b la n k  r a t h e r  th a n  i n  e i t h e r  th e  resum e o r  

th e  l e t t e r .
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T w en ty -n in e , o r  58 p e r c e n t ,  o f  th e  p e rs o n n e l men e x p re s s e d  th e  

p re fe re n c e  t h a t  th e  a p p l i c a n t  u s e  f ra g m e n ta ry  e x p re s s io n s ,  such  a s  p h ra s e s ,  

i n  h i s  resum e r a th e r  th a n  s e n te n c e s  i n  o r d e r  to  f a c i l i t a t e  r e a d in g .  

T h i r te e n ,  o r  26 p e r c e n t ,  o f  them  s t a t e d  t h a t  th e  a p p l i c a n t  sh o u ld  u se  sen ­

te n c e s  in  c e r t a i n  p a r t s  o f  th e  resum e, su ch  a s  i n  th e  work e x p e r ie n c e  s e c ­

t i o n ,  to  be more d e s c r ip t iv e  i n  h i s  p r e s e n t a t i o n .  E ig h t ,  o r  16 p e r c e n t ,  

o f  th e  p e rs o n n e l men in d i c a te d  t h a t  th e y  have no p re f e r e n c e  a s  to  th e  ty p e s  

o f  e x p re s s io n s  t h a t  th e  a p p l i c a n t  may u se  in  h i s  resum e.

F o r ty - f iv e ,  o r  90 p e r c e n t ,  o f  th e  in te rv ie w e e s  e v id e n c e d  th e  d e­

s i r e  t h a t  th e  a p p l i c a n t  o rg a n iz e  h i s  resum e in fo rm a tio n  w i th in  a p p r o p r ia te  

c a t e g o r ie s ,  such a s  e d u c a tio n  and  work e x p e r ie n c e .  F iv e , o r  10 p e r c e n t ,  

o f th e  in te rv ie w e e s  i n d i c a te d  t h a t  th e y  have no p a r t i c u l a r  p r e f e r e n c e  a s  

to  th e  m anner i n  which th e  resum e in f o im a t io n  i s  o rg a n iz e d .

F o r ty - f o u r ,  o r  88 p e r c e n t ,  o f  th e  in te rv ie w e e s  e v id e n c e d  th e  de­

s i r e  f o r  th e  a p p l i c a n t  to  u se  a p p r o p r ia te  h e a d in g s  f o r  h i s  c a t e g o r ie s  o f  

resum e in fo im a t io n ,s u c h  a s  " E d u c a tio n "  and "Work E x p e r ie n c e ."  S ix ,  o r  

12 p e r c e n t ,  o f them s t a t e d  t h a t  h e a d in g s  a r e  n o t p a r t i c u l a r l y  h e l p f u l  to  

them  in  th e  resum e.

F o r ty - s ix ,  o r  92 p e r c e n t ,  o f  th e  p e rs o n n e l men s t a t e d  t h a t  th e  

a p p l i c a n t  sh o u ld  u se  th e  im p e rso n a l s t y l e  o f  w r i t in g  in  h i s  resu m e.

T h re e , o r  6 p e r c e n t ,  o f  them  in d i c a t e d  a  p r e f e r e n c e  f o r  th e  p e r s o n a l  s t y l e  

o f  w r i t in g  i n  th e  resum e. One in te rv ie w e e  in d i c a te d  t h a t  he h a s  no p r e f ­

e re n c e  a s  to  th e  s t y l e  o f  w r i t i n g  t h a t  th e  a p p l i c a n t  u s e s  i n  h i s  resum e.

One in te r v ie w e e ,  i n  in d i c a t i n g  h i s  th in k in g  r e l a t i v e  t o  th e  

f u n c t io n s  o f  th e  resum e, s t a t e d  th e  fo l lo w in g :  "The resum e i s  an  a c id
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t e s t  o f  th e  m an 's  a b i l i t y  to  th in k ,  r e a s o n , and la y  th in g s  o u t and i s  

a l s o  an  o p p o r tu n i ty  to  guage h i s  s a le s m a n sh ip ." ^

A lm ost a l l  o f  th e  p e rs o n n e l men p r e f e r  t h a t  th e  a p p l i c a n t  u se  h i s  

resum e to  p r e s e n t ,  i n  an  im p e rso n a l m anner, th e  d e t a i l e d  in fo rm a tio n  a b o u t 

h i s  e d u c a t io n ,  work e x p e r ie n c e ,  and so f o r t h ,  and  t h a t  he c a te g o r iz e  t h i s  

in fo rm a tio n  u n d er a p p r o p r ia te  h e a d in g s .  More th a n  one h a l f  o f  th e  p e r ­

so n n e l men p r e f e r  t h a t  th e  a p p l i c a n t  u se  fra g m e n ta ry  e x p re s s io n s  i n  h i s  

resum e r a t h e r  th a n  s e n te n c e s .  The in te rv ie w e e s  gave ev id en ce  o f  b e in g  i n  

g e n e ra l  ag reem en t a s  to  th e  ty p e  o f  resum e i h a t  th e  in d iv id u a l  sh o u ld  p r e ­

s e n t  r e l a t i v e  to  h is  a p p ly in g  f o r  a p o s i t i o n .  The v a r i a t i o n s  i n  t h e i r  

p r e f e r e n c e s  co n ce rn in g  t h i s  in s tru m e n t  a re  o f  m ino r co n seq u en ce .

T here i s ,  th e n , a h ig h  d e g re e  o f  r e l a t i o n s h i p  betw een  th e  u t i l i ­

z a t io n  u n d e rs ta n d in g  and th e  i n s t r u c t i o n a l  u n d e r s ta n d in g  r e l a t i v e  to  th e  

p a r t i c u l a r  r o le  o f th e  a p p l i c a n t 's  resum e in  h i s  a t te m p ts  to  o b ta in  a 

p o s i t i o n .  No s i g n i f i c a n t  d i f f e r e n c e s  e x i s t  betw een  th e s e  two u n d e r­

s ta n d in g s .

C o n te n t o f th e  A p p l ic a t io n  L e t t e r  and  th e  Resume 

I n  C h ap te r  I I I ,  th e  in fo rm a tio n  makes i t  a p p a re n t  t h a t  te x tb o o k  

a u th o r s  con tend  t h a t  th e r e  a re  two a s p e c ts  o f c o n te n t  t h a t  a re  m ost p e r t i ­

n e n t  to  th e  a p p l i c a t io n  l e t t e r  and th e  resum e a s  th e y  a re  u sed  j o i n t l y :

( l )  th o se  " o th e r  th in g s "  o f  im p o rtan ce  a b o u t th e  a p p l i c a n t  b e s id e s  educa­

t i o n  and work e x p e r ie n c e  and ( 2 )  th e  le n g th ,  th e  n a tu r e ,  and th e  com ple te­

n e s s  o f  th e  d e t a i l .  These a u th o rs  f u r t h e r  co n ten d  t h a t  c o n te n t  sh o u ld

^ P e rso n n e l Man N o. 1 .
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ev id en ce  th e  " s a le s -a p p ro a c h "  id e a  o f  th e  l e t t e r  and  t h a t  r e f e r e n c e  in ­

fo rm a tio n  i n  th e  resume i s  h ig h ly  s i g n i f i c a n t .  The d a ta  g a th e re d  in  th e  

in te rv ie w s  co n d u c ted  in  t h i s  i n v e s t i g a t i o n  in d i c a te  t h a t  th e  50 p e rso n n e l 

men h o ld ,  i n  g e n e r a l ,  to  th e  v iew  t h a t :

The d i s c l o s u r e ,  i n  th e  a p p l i c a t i o n  l e t t e r  and  th e  resum e, o f  

such  f a c t o r s  a s  th e  a p p l i c a n t 's  a t t i t u d e s ,  p e r s o n a l i t y  c h a r a c te r ­

i s t i c s ,  i n t e r e s t s ,  and h o b b ie s  i s  o f te n  a s  im p o r ta n t  a s  th e  i n ­

fo rm a tio n  t h a t  he p ro v id e s  r e g a rd in g  h i s  e d u c a tio n  and work 

e x p e r ie n c e .

I n  th e  in te rv ie w s  w ith  th e  p e rs o n n e l men, 4 2 , o r  84 p e r c e n t ,  o f 

them ev id e n c e d  th e  d e s i r e  # i a t  th e  a p p l i c a n t 's  l e t t e r  and  resum e d e p ic t  

such  f a c t o r s  a s  h i s  a t t i t u d e s ,  p e r s o n a l i t y  c h a r a c t e r i s t i c s ,  i n t e r e s t s ,  

and h o b b ie s .  These in te rv ie w e e s  i n d i c a te d  t h a t  th e s e  f a c t o r s  a re  b e n e f i ­

c i a l  to  them  i n  t h e i r  o v e r a l l  e v a lu a t io n  o f th e  a p p l i c a n t  f o r  em ploym ent. 

E ig h t ,  o r  16 p e r c e n t ,  o f th e  in te rv ie w e e s  in d ic a te d  e i t h e r  t h a t  th e  a p p l i ­

c a n t sh o u ld  n o t  d e p ic t  su ch  f a c t o r s  a s  th e s e  i n  h i s  l e t t e r  and resume o r  

t h a t  such  in fo rm a tio n  i s  n o t  p a r t i c u l a r l y  im p o r ta n t .

One in d iv id u a l  s t a t e d  t h a t  he lo o k s  to  th e  a p p l i c a n t 's  l e t t e r  and 

resume f o r  I n d ic a t io n s  o f m o t iv a t io n ,  c o m p e tit iv e  s p i r i t ,  and em o tio n a l 

s t a b i l i t y .  He s t a t e d  t h a t  th e s e  d e s i r a b l e  a t t r i b u t e s  may be r e v e a le d  more 

in  th e  a c c o u n t o f  h i s  sch o o l a c t i v i t i e s  th a n  i n  th e  a c c o u n t o f  h i s  educa­

t i o n  and work e x p e r ie n c e .  He i s  v e ry  much in t e r e s t e d  i n  an  a p p l i c a n t 's  

p a r t i c i p a t i o n  i n  sch o o l a c t i v i t i e s ,  in c lu d in g  th e  o f f i c e s  t h a t  he h as  

h e ld  in  v a r io u s  o rg a n iz a t io n s  and h i s  accom plishm en ts  i n  th e s e  o f f i c e s .
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I n f o m a t io n  a b o u t such  a c t i v i t i e s  h e lp s  to  d e s c r ib e  th e  a p p l i c a n t 's  p e r ­

s o n a l i t y .

A n o th e r p e rs o n n e l man in d ic a te d  t h a t  " d r iv e "  i s  th e  m ost im p o r ta n t  

s in g le  a t t r i b u t e  t h a t  th e  a p p l i c a n t  can p o s s e s s  an d , t h e r e f o r e ,  can r e v e a l  

in  h i s  l e t t e r  and resume» He in d ic a te d  t h a t  d e s i r e  i s  n o t  p a r t i c u l a r l y  

im p o r ta n t b ecau se  many a p p l i c a n t s  w i l l  have d e s i r e — th e  a p p l i c a n t  m ust be 

w i l l in g  to  p e rfo rm  w ith  h i s  company.

S t i l l  a n o th e r  p e r s o n n e l  man s t a t e d  t h a t  an  a p p l i c a n t  who has  a 

hobby such a s  c h e s s  i s  l i k e l y  to  be q u i t e  a c c u ra te  in  w hat he does and 

would p e rh a p s  be a good a c c o u n ta n t .  I f  th e  a p p l i c a n t  h a s  a hobby such  a s  

f i s h in g ,  he i s  l i k e l y  to  be th e  o u td o o r  ty p e  and would p e rh a p s  be e f f i ­

c i e n t  i n  a f i e l d  jo b .

A l l  p e rs o n n e l men in d i c a te d  t h a t  b o th  th e  e d u c a tio n  an d  th e  work 

e x p e r ie n c e  o f  th e  a p p l i c a n t ,  a s  re v e a le d  in  h i s  l e t t e r  and resum e, a re  

h e lp f u l  to  them  in  e v a lu a t in g  him  f o r  em ploym ent. They f u r t h e r  in d ic a te d  

t h a t  such  e lem en ts  a s  th e  n a tu r e  o f  th e  a p p l i c a n t 's  e d u c a tio n  and  work 

e x p e r ie n c e  and th e  ty p e  o f  p o s i t i o n  t h a t  he i s  se e k in g  would h e lp  them  in  

d e te rm in in g  th e  d eg ree  o f  em phasis  t h a t  th e y  sh o u ld  g iv e  to  h i s  e d u c a tio n  

and work e x p e r ie n c e  i n  e v a lu a t in g  him f o r  em ploym ent.

The p e rs o n n e l men w ere asked  w h e th e r  th e y  e v e r  p la c e  a s  much em­

p h a s is  upon such  f a c t o r s  a s  th e  a p p l i c a n t 's  a t t i t u d e s ,  p e r s o n a l i t y  c h a iv  

a c t e r i s t i c s ,  i n t e r e s t s ,  an d  h o b b ie s  a s  th e y  p la c e  upon h i s  e d u c a tio n  and 

work e x p e r ie n c e  i n  t h e i r  e v a lu a t io n  o f  him  f o r  a p a r t i c u l a r  p o s i t i o n .  

T h i r ty - f o u r ,  o r  68 p e r c e n t ,  o f  them gave a f f i r m a t iv e  re s p o n s e s  t o  th e  

q u e s tio n ;  and 16, o r  32 p e r c e n t ,  o f them gave n e g a t iv e  re sp o n se s  to  i t .

The 34 in te rv ie w e e s  who gave a f f iz m a t iv e  re s p o n s e s  i n d i c a t e d  t h a t  th e  ty p e
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o f  p o s i t i o n  t h a t  th e  a p p l i c a n t  i s  s e e k in g  h as  a  s i g n i f i c a n t  in f lu e n c e  upon 

th e  d eg ree  o f em phasis t h a t  th e y  g iv e  such  f a c t o r s  a s  th e  a p p l i c a n t 's  

a t t i t u d e s ,  p e r s o n a l i t y  c h a r a c t e r i s t i c s ,  i n t e r e s t s ,  and h o b b ie s  i n  e v a lu ­

a t in g  him  f o r  em ploym ent.

M ost p e rs o n n e l men w an t th e  l e t t e r  and th e  resum e to  r e v e a l  enough 

in fo im a t io n  a b o u t th e  a p p l i c a n t  to  e n a b le  them to  e v a lu a te  th e  o v e r a l l  

p e rso n  f o r  th e  p o s i t i o n .  R e v e a lin g  i n  th e  l e t t e r  and th e  resum e such 

f a c t o r s  a s  a t t i t u d e s ,  p e r s o n a l i t y  c h a r a c t e r i s t i c s ,  i n t e r e s t s ,  and h o b b ie s  

i s  q u i t e  h e lp f u l  to  them  in  t h e i r  e v a lu a t io n  o f  th e  a p p l i c a n t .  Over one 

h a l f  o f  th e  p e rs o n n e l men, a t  l e a s t  in  some h i r i n g  s i t u a t i o n s ,  r e g a rd  

such  f a c t o r s  a s  h ig h ly  a s  th e y  do e d u c a tio n  and wo i t  e x p e r ie n c e  i n  e v a lu ­

a t in g  th e  a p p l i c a n t  f o r  th e  p o s i t i o n .

In  p r e s e n t in g  in fo rm a tio n  a b o u t h im s e lf  so t h a t  th e  p e rs o n n e l man 

can  e v a lu a te  him  i n  an  o v e r a l l  m anner, th e  a p p l i c a n t  m ust m a in ta in  a b a l ­

ance i n  th e  em phasis to  each  a s p e c t  o f  h i s  p r e s e n t a t i o n .  F o r exam ple , a  

le n g th y  e la b o r a t io n  on h i s  p a r t i c i p a t i o n  i n  sc h o o l a c t i v i t i e s  m ig h t sug­

g e s t  t h a t  he  i s  more i n t e r e s t e d  in  th e s e  a c t i v i t i e s  th a n  he i s  i n  th e  

o th e r  p a r t s  o f  h i s  e d u c a t io n a l  b ack g ro u n d . The in c lu s io n  o f  s e v e r a l  hob­

b ie s  m ig h t s u g g e s t e i t h e r  t h a t  th e  a p p l i c a n t  i s  i n d i c a t i n g  some h o b b ie s  

i n  w hich he does n o t  engage o r  t h a t  he spends to o  much tim e w ith  h i s  

h o b b ie s .

T here i s  a r e l a t i v e l y  h ig h  d e g re e  o f r e l a t i o n s h i p  betw een  th e  

u t i l i z a t i o n  u n d e rs ta n d in g  and th e  i n s t r u c t i o n a l  u n d e rs ta n d in g  d e v e lo p ed  

i n  C h ap te r I I I  r e g a rd in g  th e  a p p l i c a n t 's  r e v e a l in g  enough in fo rm a tio n  

a b o u t h im s e lf ,  i n  th e  l e t t e r  and  th e  resum e, so t h a t  th e  p e rs o n n e l man 

can e v a lu a te  him i n  an  o v e r a l l  m anner f o r  th e  p o s i t i o n .  The d i f f e r e n c e
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6, o r  12 p e rc e n t ;  (4 )  u n ab le  to  i n d i c a t e ,  19, o r  38 p e r c e n t ;  and ( s )  no 

resume need ed , 1 , o r  2 p e r c e n t .

The p e rs o n n e l men were a sk e d  a b o u t th e  ty p e  o f  r e l a t i o n s h i p  t h a t  

sh o u ld  e x i s t ,  i n  g e n e ra l ,  betw een th e  background o f  th e  a p p l i c a n t  and th e  

le n g th ,  th e  n a tu r e ,  and th e  am ount o f  d e t a i l  o f  th e  l e t t e r  and th e  resum e. 

T w en ty -fo u r, o r  48 p e rc e n t ,  o f  th e  in te rv ie w e e s  i n d i c a te d  t h a t  a c lo s e  

r e l a t i o n s h i p  sh o u ld  e x i s t  betw een th e  a p p l i c a n t 's  backg round  and th e  

le n g th  and th e  m ake-up o f  b o th  th e  l e t t e r  and th e  resu m e. T w enty-one, o r  

42 p e r c e n t ,  o f them in d ic a te d  t h a t  a  c lo s e  r e l a t i o n s h i p  sh o u ld  e x i s t  r e l a ­

t i v e  to  th e  a p p l i c a n t 's  background  and  to  th e  le n g th  and th e  m ake-up o f  

h i s  resume o n ly .  F iv e , o r  10 p e r c e n t ,  o f  them in d ic a te d  t h a t  th e re  i s  

no s i g n i f i c a n t  r e l a t i o n s h ip  betw een  th e  a p p l i c a n t 's  background  and th e  

le n g th  and th e  make-up o f  h i s  l e t t e r  and resum e.

A sp e c ts  o f  th e  a p p l i c a n t 's  background  were i n d i c a t e d  l y  th e  p e r ­

so n n e l men t h a t  sh o u ld  a f f e c t  th e  le n g th ,  th e  n a tu r e ,  and th e  am ount o f 

d e t a i l  o f  th e  l e t t e r  a n d /o r  th e  resu m e. These in c lu d e  th e  fo l lo w in g :

( l )  th e  n a tu re  o f h i s  work e x p e r ie n c e ,  (2 )  th e  l e v e l  o f  h i s  e d u c a t io n a l  

a t ta in m e n ts ,  and (S ) th e  d eg ree  o f  h i s  p a r t i c i p a t i o n  i n  sch o o l a c t i v i t i e s .

The p e rso n n e l men were a l s o  a sk ed  a b o u t th e  ty p e  o f  r e l a t i o n s h i p  

t h a t  sh o u ld  e x i s t ,  i n  g e n e r a l ,  betw een  th e  p o s i t i o n  t h a t  th e  a p p l i c a n t  i s  

s e e k in g  and th e  le n g th ,  th e  n a tu r e ,  and  th e  amount o f  d e t a i l  o f  th e  l e t t e r  

and th e  resum e. S ev en teen , o r  34 p e r c e n t ,  o f them s t a t e d  t h a t  a  c lo se  

r e l a t i o n s h i p  sh o u ld  e x i s t  betw een ih e  p o s i t i o n  t h a t  th e  a p p l i c a n t  i s  

se e k in g  and th e  le n g th  and th e  m ake-up o f  b o th  th e  l e t t e r  and th e  resum e. 

E ig h t ,  o r  16 p e rc e n t ,  o f  them in d i c a te d  t h a t  a c lo s e  r e l a t i o n s h i p  sh o u ld  

e x i s t  r e l a t i v e  to  th e  p o s i t i o n  t h a t  th e  a p p l ic a n t  i s  s e e k in g  and  to  th e
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betw een  th e  two u n d e r s ta n d in g s  l i e s  in  th e  am ount o f  em phasis p la c e d  upon 

th e  need  f o r  th e  a p p l i c a n t  to  d i s c l o s e  such  f a c t o r s  a s  h i s  a t t i t u d e s ,  p e r ­

s o n a l i t y  c h a r a c t e r i s t i c s ,  i n t e r e s t s ,  and h o b b ie s .  The u t i l i z a t i o n  u n d e r ­

s ta n d in g  ta k e s  i n t o  c o n s id e r a t io n  th e  f a c t  t h a t  p e rs o n n e l men v a ry  i n  th e  

em phasis  t h a t  th e y  g iv e  to  th e  v a r io u s  a s p e c t s  o f  th e  a p p l i c a n t 's  p re s e n ­

t a t i o n  a c c o rd in g  to  th e  p a r t i c u l a r  c h a r a c t e r i s t i c s  o f  th e  h i r i n g  s i t u a t i o n .  

On th e  o th e r  hand , th e  i n s t r u c t i o n a l  u n d e rs ta n d in g  em phasizes th e  need  f o r  

a p p l i c a n t s  to  su b m it, f o r  a l l  ty p e s  o f  p o s i t i o n s  w ith  a l l  ty p e s  o f  com­

p a n ie s ,  l e t t e r s  and resum es t h a t  g iv e  e^nal em p h asis  to  th e  r e v e a l in g  o f  

su ch  f a c t o r s  a s  a t t i t u d e s ,  p e r s o n a l i t y  c h a r a c t e r i s t i c s ,  i n t e r e s t s ,  hob­

b i e s ,  e d u c a t io n ,  and work e x p e r ie n c e .

The le n g th ,  th e  n a t u r e ,  and  th e  am ount o f  d e t a i l  o f  th e  a p p l i ­

c a t io n  l e t t e r  a n d /o r  th e  resum e sh o u ld  be r e l a t e d  to  th e  back­

g round  o f  th e  a p p l i c a n t  an d , o f te n t im e s ,  to  th e  p a r t i c u l a r  

c h a r a c t e r i s t i c s  o f  th e  p o s i t i o n  t h a t  he i s  s e e k in g .

I n  th e  in te r v ie w s ,  v a r io u s  p r e f e r e n c e s  w ere ev id en ced  r e l a t i v e  to  

w h a t, i n  g e n e r a l ,  th e  maximum le n g th  o f  th e  a p p l i c a t i o n  l e t t e r  sh o u ld  b e . 

These p r e f e r e n c e s ,  a lo n g  w ith  th e  number and th e  p e rc e n ta g e  o f  p e rs o n n e l 

men who s t a t e d  each  one o f them , a re  a s  f o l lo w s :  ( l )  one p ag e , 4 3 , o r

86 p e r c e n t ;  ( 2 )  two p a g e s , 5 , o r  10 p e r c e n t ;  and (S )  u n a b le  to  i n d i c a t e ,

2 , o r  4  p e r c e n t .

V ario u s  p r e f e r e n c e s  w ere e x p re s se d  a s  to  th e  maximum le n g th  o f  

th e  resum e. These p r e f e r e n c e s ,  a lo n g  w ith  th e  number and th e  p e rc e n ta g e  

o f  p e rs o n n e l men who s t a t e d  each  one o f them , a r e  a s  fo l lo w s :  ( l )  one

p ag e , 11 , o r  22 p e r c e n t ;  (2 )  two p a g e s , 13 , o r  26 p e r c e n t ;  (3 )  th r e e  p ages .
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le n g th  and th e  m ake-up o f h i s  resum e o n ly . T w e n ty -f iv e , o r  50 p e r c e n t ,  

of them s ta t e d  t h a t  th e re  i s  no s i g n i f i c a n t  r e l a t i o n s h i p  betw een th e  

p o s i t i o n  t h a t  th e  a p p l i c a n t  i s  se e k in g  and th e  le n g th  and th e  m ake-up o f  

h i s  l e t t e r  and resum e.

The p e rs o n n e l men m en tio n ed  a s p e c t s  o f  th e  p o s i t i o n  t h a t  sh o u ld  

a f f e c t  th e  le n g th ,  th e  n a tu r e ,  and th e  am ount o f  d e t a i l  o f th e  a p p l i c a n t 's

l e t t e r  a n d /o r  h i s  resum e. The fo llo w in g  a s p e c ts  a re  in c lu d e d : ( l )  th e

n a tu r e  o f th e  d u t i e s  and th e  r e s p o n s i b i l i t i e s  o f  th e  p o s i t i o n  and (2 )  th e

le v e l  o f  th e  p o s i t i o n  in  th e  company.

M ost o f th e  p e rs o n n e l  men p r e f e r  t h a t  th e  a p p l i c a n t 's  l e t t e r  be 

o n ly  one page in  le n g th .  They v a ry  c o n s id e ra b ly  i n  t h e i r  p re fe re n c e s  

r e l a t i v e  to  th e  maximum le n g th  o f  th e  resum e, ra n g in g  from  one page to  an 

i n d e f i n i t e  number o f  p a g e s . M ost o f  th e  in te rv ie w e e s  in d ic a te d  t h a t  th e  

background  o f th e  a p p l i c a n t  sh o u ld  s i g n i f i c a n t l y  a f f e c t  the  le n g th ,  th e  

n a tu r e ,  and th e  amount o f  d e t a i l  o f  th e  l e t t e r  a n d /o r  th e  resum e. One 

h a l f  o f  them in d ic a te d  t h a t  th e  p o s i t i o n  t h a t  th e  a p p l ic a n t  i s  s e e k in g  

sh o u ld  s i g n i f i c a n t l y  a f f e c t  th e  le n g th ,  th e  n a t u r e ,  and th e  amount o f  de­

t a i l  o f  e i t h e r  o r  b o th  o f  th e s e  in s t r u m e n ts .

T here i s  a r e l a t i v e l y  h ig h  d eg ree  o f  r e l a t i o n s h ip  betw een th e  

u t i l i z a t i o n  u n d e rs ta n d in g  and th e  i n s t r u c t i o n a l  u n d e rs ta n d in g  r e g a rd in g  

th e  a p p l i c a n t 's  r e l a t i n g  th e  le n g th  and th e  m ake-up o f h i s  l e t t e r  a n d /o r  

h i s  resum e to  h i s  own background  and to  th e  p o s i t i o n .  The u t i l i z a t i o n  

u n d e rs ta n d in g  ta k e s  i n to  c o n s id e r a t io n  th e  f a c t  t h a t  some o f th e  p e rs o n n e l 

men p r e f e r  t h a t  th e  a p p l i c a n t  r e l a t e  th e  le n g th  and  th e  m ake-up o f  o n ly  

th e  resume to  h i s  background  and to  th e  p o s i t i o n  t h a t  he i s  s e e k in g . 

F u rth e rm o re , one h a l f  o f  th e  in te r v ie w e e s  in d i c a te d  t h a t  th e re  i s  no
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s i g n i f i c a n t  r e l a t i o n s h ip  betw een th e  p o s i t i o n  and th e  le n g th  and th e  

m ake-up o f  th e  l e t t e r  and th e  re su m e . The i n s t r u c t i o n a l  u n d e rs ta n d in g  

s t r e s s e s  th e  need  f o r  th e  a p p l i c a n t  f o r  a l l  h i r i n g  s i t u a t i o n s  to  r e l a t e  

th e  le n g th  and th e  make-up o f  b o th  th e  l e t t e r  and th e  resum e to  h i s  back­

g round  and  to  th e  p o s i t i o n .

The c o n te n t  o f  th e  a p p l i c a t i o n  l e t t e r  sh o u ld  s e rv e  to  s e l l  

th e  a p p l i c a n t ,  in  a  m ild  and  m odest m anner, to  th e  p ro s p e c t iv e  

em ployer to  th e  e x te n t  t h a t  a n  in te r v ie w  w i l l  be g r a n te d  th e  

a p p l i c a n t .

In  th e  in te rv ie w s  w ith  th e  p e rs o n n e l men, n e a r  u n a n im ity  was e v i­

d en ced  r e l a t i v e  to  th e  ty p e  o f  o v e r a l l  ap p ro ach  t h a t  th e  a p p l i c a n t  sh o u ld  

u se  i n  w r i t in g  h i s  l e t t e r .  F o r ty - s e v e n ,  o r  94 p e r c e n t ,  o f  them in d ic a te d  

t h a t  th e  a p p l i c a n t  sh o u ld  u se  th e  " s a l e s  ap p ro ach "  i n  h i s  l e t t e r  i n  o rd e r  

to  o b ta in  an  in te r v ie w .  Only two o f  them in d ic a te d  t h a t  th e  s a l e s  approach 

i s  n o t  p a r t i c u l a r l y  h e lp f u l  to  them  i n  e v a lu a t in g  th e  a p p l i c a n t  f o r  an  

in t e r v ie w .  One p e rso n n e l man d e s i r e s  t h a t  th e  w r i t t e n  a p p l i c a t i o n  c o n s i s t  

o n ly  o f  a resum e.

The p e rs o n n e l men in d i c a te d  t h a t  th e  a p p l i c a n t  sh o u ld  u se  th e  

m ild  and  m odest s a le s  ap p ro ach  r a t h e r  tim n  th e  com m ercial ap p ro ach  i n  

w r i t i n g  h i s  l e t t e r .  A lth o u g h  th e  a p p l i c a n t  has  a s e r v ic e  to  s e l l ,  h im se lf ,  

t h a t  s e r v ic e  i s  u n l ik e  t h a t  p ro v id e d  by a company. The a p p l i c a n t 's  s e r ­

v ic e  i s  u n iq u e ly  p e r s o n a l ;  an d , t h e r e f o r e ,  he co u ld  in a p p r o p r i a t e ly  g iv e  

undue a c c la im  to  h i s  own c h a r a c t e r i s t i c s  in  th e  l e t t e r .  He sh o u ld  e x e r ­

c i s e  c a r e  i n  w r i t in g  a b o u t th e s e  c h a r a c t e r i s t i c s  so  t h a t  h is  a t te m p t to  

s e l l  h im s e lf  w i l l  n o t  be u n d u ly  o b v io u s  to  th e  p r o s p e c t iv e  em ployer.
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There i s  a r e l a t i v e l y  h ig h  d eg ree  o f  r e l a t i o n s h i p  betw een th e  

n t i l i z a t i o n  u n d e rs ta n d in g  and th e  i n s t r u c t i o n a l  u n d e rs ta n d in g  re g a rd in g  

th e  a p p l i c a n t ’s u s in g  h i s  l e t t e r  to  s e l l  h im s e lf  to  th e  p r o s p e c t iv e  em­

p lo y e r .  The u t i l i z a t i o n  u n d e rs ta n d in g  s t r e s s e s  th e  need  f o r  th e  a p p l i ­

c a n t  to  d ev e lo p  h i s  l e t t e r  so t h a t  i t  w i l l  s e l l  him to  th e  p ro s p e c t iv e  

em ployer w ith o u t o v e rem p h asiz in g  th e  s a l e s  e f f o r t .  The i n s t r u c t i o n a l  

u n d e rs ta n d in g  s t r e s s e s  th e  need  f o r  th e  a p p l i c a n t  to  u se  th e  com m ercial 

ap p ro ach  in  h is  l e t t e r .  The a p p l ic a n t  makes use o f th e  o b v io u s  s a le s  

e f f o r t  a s  he a t te m p ts  to  show th e  p r o s p e c t iv e  em ployer t h a t  he h as  a  s e r^  

v i c e ,  h im s e lf ,  t h a t  i s  w orth  b u y in g .

R e fe re n ce  in fo rm a tio n  t h a t  th e  a p p l i c a n t  in c lu d e s  i n  h i s  

resum e w i l l  u s u a l l y  be o f  l im i te d  v a lu e  to  him  in  h i s  i n i t i a l  

c o n ta c t  w ith  th e  p r o s p e c t iv e  em p lo y er.

Only 16, o r  32 p e r c e n t ,  o f  th e  p e rso n n e l men e v id e n c e d  th e  d e s i r e  

t h a t  th e  a p p l i c a n t  su b m it, in  h i s  w r i t t e n  a p p l i c a t io n ,  th e  names and ad­

d r e s s e s  o f in d iv id u a l s  who a re  to  be u s e d  a s  r e f e r e n c e s .  M ost o f  th e s e  

in te rv ie w e e s  p r e f e r  t h a t  th e  a p p l i c a n t  p r e s e n t  h i s  r e f e r e n c e  in fo rm a tio n  

in  th e  resum e.

The in te rv ie w e e s  in d ic a te d  t h a t  r e f e r e n c e s  a re  a t  tim e s  a b le  to  

p ro v id e  in fo rm a tio n  t h a t  w i l l  a s s i s t  them  in  t h e i r  o v e r a l l  e v a lu a t io n  o f  

th e  a p p l i c a n t  f o r  th e  p o s i t i o n .  M ost o f  them , how ever, p r e f e r  to  c o n ta c t  

r e f e r e n c e s  a f t e r  h a v in g  in te rv ie w e d  th e  a p p l i c a n t .  The in te r v ie w e e s ,  in  

g e n e r a l ,  c o n s id e r  fo rm er em ployers o f th e  a p p l ic a n t  and  members o f  c o l le g e  

and u n i v e r s i t y  f a c u l t i e s  to  be th e  m ost v a lu a b le  ty p e s  o f  r e f e r e n c e s  t h a t  

th e y  can c o n ta c t .  More th a n  one h a l f  o f  th e  in te rv ie w e e s  p r e f e r  th e  form er
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em ployer o v e r th e  c o l le g e  o r  th e  u n iv e r s i t y  te a c h e r  f o r  re fe re n c e  p u r ­

p o s e s .  M ost o f them re g a rd  th e  p e rs o n a l r e f e r e n c e ,  such  a s  a f r i e n d  o r  

a p e r s o n a l  p h y s ic ia n  o f  th e  a p p l ic a n t ,  a s  b e in g  o f  l i t t l e  v a lu e  to  them 

a s  a  r e f e r e n c e .

M ost o f  th e  p e rs o n n e l men e x p re s se d  th e  b e l i e f  t h a t  any  r e f e r e n c e s  

t h a t  th e  a p p l ic a n t  m ig h t su b m it in  h i s  w r i t t e n  a p p l i c a t io n  would u s u a l ly  

be q u i t e  p re ju d ic e d  r e l a t i v e  to  what th e y  w ould say  ab o u t him  o r  he would 

n o t  have s u b m itte d  them . Some o f  th e  in te rv ie w e e s  ev id e n c e d  a  d e s i r e  to  

c o n ta c t  r e fe re n c e s  t h a t  have n o t been g iv e n  hy th e  a p p l ic a n t  b ecau se  th e y  

w ould u s u a l ly  be more o b je c t iv e  i n  t h e i r  a p p r a i s a l s  th a n  th o se  t h a t  th e  

a p p l i c a n t  h as  s e l e c t e d .  A lth o u g h  m ost o f  th e  p e rs o n n e l men do n o t  d e s i r e  

t h a t  th e  a p p l ic a n t  in c lu d e  re fe re n c e  in f o n n a t io n  in  h i s  w r i t t e n  a p p l ic a ­

t i o n ,  he w i l l  p e rh ap s  g a in  an  advan tage  by in c lu d in g  r e f e r e n c e s  who a re  

known and  re s p e c te d  by th e  p e rso n n e l man. I f  th e  p e rso n n e l man c o n ta c ts  

one o r  more o f  th e s e  r e f e r e n c e s ,  th e  a p p l i c a n t  m igh t be s i g n i f i c a n t l y  

b e n e f i te d  r e l a t i v e  to  th e  p e rs o n n e l m an 's  o v e r a l l  e v a lu a t io n  o f  him f o r  

em ploym ent.

There i s  a low d eg ree  o f  r e l a t i o n s h i p  betw een th e  u t i l i z a t i o n  

u n d e rs ta n d in g  and th e  i n s t r u c t i o n a l  u n d e rs ta n d in g  in  C h ap te r I I I  r e l a t i v e  

to  th e  a p p l i c a n t 's  in c lu d in g  in  h is  w r i t t e n  a p p l i c a t i o n  th e  names and 

a d d re s s e s  o f  in d iv id u a ls  who a re  to  be u se d  a s  r e f e r e n c e s .  The u t i l i z a ­

t i o n  u n d e rs ta n d in g , i n  s t r e s s i n g  th e  l im i te d  v a lu e  to  th e  a p p l i c a n t  i n  in ­

c lu d in g  r e fe re n c e  in fo rm a tio n  in  h i s  w r i t t e n  a p p l i c a t i o n ,  ta k e s  in t o  

c o n s id e ra t io n  th e  p r e f e r e n c e s  o f  p e rs o n n e l men f o r  c o n ta c t in g  r e f e r e n c e s  

a f t e r  th e  in te rv ie w  and f o r  c o n ta c tin g  th o s e  t h a t  have n o t  been  s e le c te d  

by th e  a p p l i c a n t .  The i n s t r u c t i o n a l  u n d e rs ta n d in g  s t r e s s e s  th e  need  f o r
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th e  a p p l i c a n t  to  p r e s e n t  r e f e r e n c e  in fo rm a tio n  in  h i s  w r i t t e n  a p p l i c a t io n  

f o r  a l l  h i r i n g  s i t u a t i o n s .

P r e p a r a t io n  o f  th e  A p p l ic a t io n  L e t t e r  and th e  Resume

The in fo rm a tio n  in  C h a p te r  I I I  makes i t  a p p a re n t  t h a t  te x tb o o k  

a u th o r s  c o n ten d  t h a t  one o f  th e  a s p e c t s  o f th e  p r e p a r a t io n  o f  th e  a p p l ic a ­

t i o n  l e t t e r  and  th e  resum e, a s  th e y  a re  u sed  j o i n t l y ,  c o n c e rn s  th e  q u a l i t y  

o f  e x p re s s io n  in  th e s e  two in s t r u m e n ts .  The o th e r  a s p e c t  co n ce rn s  th e  

s t y l e  o f  w r i t in g  and th e  p e r s o n a l  to n e  o f  th e  l e t t e r .  The d a ta  g a th e re d  

in  th e  in te rv ie w s  co n d u c ted  in  t h i s  i n v e s t i g a t i o n  in d i c a t e  t h a t  th e  50 

p e rs o n n e l men h o ld ,  i n  g e n e r a l ,  to  th e  view  t h a t :

The q u a l i t y  o f e x p re s s io n  re v e a le d  in  th e  a p p l i c a t i o n  l e t t e r  

and  th e  resum e sh o u ld  a s s i s t  th e  a p p l i c a n t  i n  h i s  a t te m p ts  to  r e ­

v e a l  to  th e  p ro s p e c t iv e  em p loyer t h a t  he h as  th e  q u a l i f i c a t i o n s  

f o r  p e rfo rm in g  in  th e  p o s i t i o n  t h a t  he i s  s e e k in g .

I n  th e  in te r v ie w s ,  a l l  o f  th e  p e rso n n e l men in d i c a te d  t h a t  th e  

q u a l i t y  o f  e x p re s s io n  r e v e a le d  in  th e  l e t t e r  and th e  resum e i s  an  im por­

t a n t  p a r t  o f  th e  o v e r a l l  e v a lu a t io n  o f  th e  a p p l i c a n t  f o r  a p o s i t i o n .  The 

in te rv ie w e e s  re g a rd  th e  fo l lo w in g  q u a l i t y  a s p e c ts  o f  th e s e  two in s tru m e n ts  

a s  b e in g  p a r t i c u l a r l y  s i g n i f i c a n t  a s  th e y  a t te m p t to  e v a lu a te  th e  a p p l i ­

c a n t :  ( l )  grammar, (2 )  d i c t i o n ,  ( 3 )  s p e l l i n g ,  ( 4 )  o r g a n iz a t io n ,  ( s )  punc­

t u a t i o n ,  and ( e )  n e a tn e s s .

I n  th e  o p in io n  o f  th e  p e rs o n n e l men, th e  em phasis  g iv e n  to  th e  

q u a l i t y  o f  e x p re s s io n  may be a f f e c t e d  by some c i rc u m s ta n c e s .  These in ­

c lu d e  th e  fo l lo w in g : ( l )  th e  d i f f i c u l t y  o f  f i l l i n g  th e  p o s i t i o n  and

( 2 ) th e  n a tu re  o f  th e  re q u ire m e n ts  o f  th e  p o s i t i o n .
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One p e rs o n n e l man in d i c a te d  t h a t  he i s  i n t e r e s t e d  i n  d e te rm in in g  

th e  c a re  w ith  w hich th e  a p p l i c a n t  has  p r e s e n te d  a  h ig h - q n a l i i y  l e t t e r  and 

resum e. He ev id e n c e d  th e  b e l i e f  t h a t  c a r e le s s n e s s  on th e  p a r t  o f  th e  a i ^  

p l i c a n t  i n  p r e p a r in g  th e s e  two in s tru m e n ts  r e v e a ls  w eaknesses in  c h a r a c te r  

t r a i t s .  He f u r t h e r  b e l ie v e s  t h a t  th e  a p p l i c a n t  who i s  c a r e le s s  i n  p re ­

p a r in g  th e  l e t t e r  and th e  resum e m ig h t a l s o  he c a r e l e s s  i n  p e rfo rm in g  in  

th e  p o s i t i o n  in  h i s  company i f  he were h i r e d .

A l l  p e rs o n n e l men a re  f a v o ra b ly  im p ressed  by th e  h ig h - q u a l i t y  l e t ­

t e r  and resum e i n  t h e i r  e v a lu a t io n  o f  th e  a p p l i c a n t  f o r  em ploym ent. The 

a p p l i c a n t  m ust be v e ry  c a r e f u l ,  how ever, to  d i s p la y  h ig h - q u a l i t y  e x p re s ­

s io n  i n  th e s e  two in s tru m e n ts  o n ly  f o r  th e  p u rp o se  o f  e f f e c t i v e l y  r e ­

v e a l in g  h i s  q u a l i f i c a t i o n s  f o r  th e  p o s i t i o n  t h a t  he i s  s e e k in g .  I f  he 

a t te m p ts  to  im p ress  th e  p e r s o n n e l  man by u s in g  su ch  a s p e c t s  o f  e x p re s s io n  

a s  gram m ar, d i c t i o n ,  an d  p u n c tu a t io n  s o l e l y  to  e x h i b i t  h i s  know ledge, he 

w i l l  p e rh a p s  be c o n s id e re d  by th e  p e rso n n e l man to  be a  showman r a t h e r  'Uian 

a q u a l i f i e d  a p p l i c a n t .

T here i s  a h ig h  d e g re e  o f  r e l a t i o n s h i p  be tw een  th e  u t i l i z a t i o n  

u n d e rs ta n d in g  and th e  i n s t r u c t i o n a l  u n d e rs ta n d in g  r e g a rd in g  th e  a p p l i c a n t s  

r e v e a l in g  h ig h - q u a l i t y  e x p re s s io n  in  h i s  l e t t e r  and resum e. No s i g n i f i ­

c a n t  d i f f e r e n c e s  e x i s t  betw een  th e s e  two u n d e r s ta n d in g s .

The p e r s o n a l  s t y l e  o f  w r i t in g  sh o u ld  be u se d  by th e  a p p l i c a n t  

i n  th e  a p p l i c a t io n  l e t t e r ,  and th e  p e rs o n a l  to n e  t h a t  he r e v e a ls  

sh o u ld  d i s p la y  m odest c o n fid e n c e  i n  h i s  a b i l i t y  to  p e rfo rm  i n  th e  

p o s i t i o n  t h a t  he i s  s e e k in g .

F o r ty - s e v e n ,  o r  94 p e r c e n t ,  o f  th e  p e r s o n n e l men e x p re s se d  a 

p r e f e r e n c e  f o r  th e  p e r s o n a l  s t y l e  o f  w r i t in g  i n  th e  a p p l i c a t i o n  l e t t e r .
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One p r e f e r s  th e  im p e rso n a l s t y l e  o f w r i t i n g  in  th e  l e t t e r ;  a n o th e r  has 

no p re fe re n c e  a s  to  th e  s t y l e  o f  w r i t in g  i n  th e  l e t t e r ;  and s t i l l  

a n o th e r  p r e f e r s  t h a t  th e  a p p l ic a n t  su b m it o n ly  a resum e i n  h i s  a t te m p ts  

to  o b ta in  em ploym ent. I n  g e n e r a l ,  th e  in te rv ie w e e s  ev id en ced  th e  b e l i e f  

t h a t  th e  a p p l i c a n t 's  u se  o f f i r s t - p e r s o n  pronouns i n  h i s  l e t t e r  would 

h e lp  him  to  p r e s e n t  h im s e lf  i n  a n a tu r a l  and p e r s o n a l  m anner f o r  th e  

p o s i t i o n .

I n  th e  in t e r v ie w s ,  th e re  was g e n e ra l  ag reem en t among th e  p e rso n n e l 

men t h a t  th e  a p p l i c a n t  sh o u ld  e x e r c is e  c a re  i n  th e  w r i t in g  o f  h i s  l e t t e r  

so a s  n o t  to  d is p la y  e i t h e r  p e r s o n a l i t y  ex trem e— a rro g a n c e  o r  t i m i d i t y .  

They p r e f e r  t h a t  he d i s p la y  m odest c o n fid e n c e  in  h ^s  a b i l i t y  to  perfo rm  

i n  th e  p o s i t i o n  t h a t  he i s  s e e k in g . S e v e ra l p e rs o n n e l men s t a t e d  t h a t  

th e  n a tu re  o f  th e  re q u ire m e n ts  o f  th e  p o s i t i o n  would s i g n i f i c a n t l y  a f f e c t  

th e  m anner in  w hich th e y  would r e a c t  to  e i t h e r  th e  a r r o g a n t  o r  tiie t im id  

ty p e  o f  p e r s o n a l i t y  a s  ev id en ced  i n  th e  a p p l i c a t io n  l e t t e r .

Inasm uch a s  he i s  w r i t in g  a b o u t som eth ing  v e ry  p e r s o n a l ,  h im s e lf ,  

th e  a p p l ic a n t  q u i t e  n a t u r a l l y  sh o u ld  use th e  p e rs o n a l  s t y l e  o f  w r i t in g  

i n  h i s  l e t t e r .  He m u st be e s p e c i a l l y  c a r e f u l  n o t  to  p e rm it  h i s  e a g e rn e s s  

f o r  th e  p o s i t i o n  to  cau se  him to  d i s p la y  an  e x a g g e ra te d  sen se  o f  c o n f i­

dence i n  h i s  a b i l i t y  to  p e rfo rm  in  t h i s  p o s i t i o n .  On th e  o th e r  hand , he 

m ust n o t  l e t  t h i s  e a g e rn e s s  cau se  him to  p r o s t r a t e  h im s e lf  b e fo re  th e  

p e rs o n n e l man. F u r th e rm o re , th e  a p p l i c a n t  m ust be r e a l i s t i c  a b o u t h i s  

s t ro n g  and weak c h a r a c t e r i s t i c s  r e l a t i v e  to  th e  re q u ire m e n ts  o f  th e  p o s i ­

t i o n .  He sh o u ld , t h e r e f o r e ,  combine a r e a l i s t i c  a t t i t u d e  w ith  th e  m o d est 

c o n fid e n c e  t h a t  he d i s p la y s  in  h i s  l e t t e r .
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T here  i s  a h ig h  d eg ree  o f  r e l a t i o n s h ip  betw een th e  u t i l i z a t i o n  

u n d e rs ta n d in g  and th e  i n s t r u c t i o n a l  u n d e rs ta n d in g  co n c e rn in g  th e  s t y l e  

o f  w r i t in g  and th e  p e rs o n a l  to n e  o f  th e  l e t t e r .  No s i g n i f i c a n t  d i f ­

f e re n c e s  e x i s t  betw een th e s e  two u n d e r s ta n d in g s .

Suimnary

The d a ta  f o r  t h i s  c h a p te r  were o b ta in e d  from  f in d in g s  g a in e d  in  

in te rv ie w s  w ith  50 p e rso n n e l men i n  th e  g e n e ra l  m e tr o p o l i ta n  a r e a  o f  

D a l l a s ,  T ex as. These p e rs o n n e l men have e x p re s se d  p a r t i c u l a r  i n t e r e s t  

i n  th e  u se  o f th e  a p p l i c a t io n  l e t t e r  and the  resum e i n  h i r i n g  p ro c e d u re s .  

T h is  c h a p te r  p r e s e n ts  th e  12 u t i l i z a t i o n  u n d e rs ta n d in g s  h e ld  by p e rs o n n e l 

men t h a t  a r e  ev id en ced  in  t h e i r  p r a c t i c e s  and p o in t s  o f  v iew  r e l a t i v e  to  

th e  p r e p a r a t io n  and th e  u se  o f  th e  a p p l i c a t io n  l e t t e r  and th e  resum e a s  

re v e a le d  i n  th e  in te rv ie w s  w ith  them . These u t i l i z a t i o n  u n d e rs ta n d in g s  

r e l a t e  t o ,  and i n  some in s ta n c e s  c lo s e ly  re se m b le , th e  12 i n s t r u c t i o n a l  

u n d e rs ta n d in g s  t h a t  w ere d ev e lo p ed  in  C h ap te r I I I .

These 12 u t i l i z a t i o n  u n d e rs ta n d in g s  w ere c l a s s i f i e d  u n d er th e  four 

c o n c e p tu a l a r e a s  t h a t  sh o u ld  be g iv e n  p a r t i c u l a r  a t t e n t i o n  by th e  c o l l e ­

g i a t e  b u s in e s s  w r i t in g  te a c h e r  i n  th e  i n s t r u c t i o n  re g a rd in g  th e  a p p l i c a ­

t i o n  l e t t e r  and th e  resum e. I n  k e e p in g  w ith  th e  p a t t e r n  u sed  in  

C h ap te r  I I I ,  a r e s ta te m e n t  o f  th e  12 u n d e r s ta n d in g s ,  c l a s s i f i e d  u n d e r  

th e  f o u r  c o n c e p tu a l a r e a s ,  fo l lo w s :

P u rp o ses  o f  th e  A p p l ic a t io n  L e t t e r  and  th e  Resume

1 . The a p p l i c a t io n  l e t t e r  and  th e  resum e a r e  among th e  m ost 

e f f e c t i v e  d e v ic e s  t h a t  may be u se d  by an a p p l i c a n t  to  o b ta in  an  i n t e r ­

v iew .
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2 , The a p p l i c a t i o n  l e t t e r  and th e  resume a re  o f  l i m i t e d  v a lu e  

i n  e n a b l in g  one a p p l i c a n t  to  "win o u t"  o v e r  o th e r s  i n  th e  f i n a l  s ta g e s  

o f  th e  h i r i n g  p ro c e d u re .

F u n c tio n s  o f  th e  A p p l ic a t io n  L e t t e r  and th e  Resume

3 , The a p p l i c a n t  w i l l  o f te n  g a in  an ad v an tag e  b y  s u la n i t t in g  an 

a p p l i c a t i o n  l e t t e r  and a resume t h a t  d i s t i n c t i v e l y  r e v e a l  h i s  o v e r a l l  

q u a l i f i c a t i o n s  f o r  th e  p o s i t i o n  t h a t  he i s  s e e k in g ,

4 , The a p p l i c a t i o n  l e t t e r  and th e  resum e sh o u ld  p r e s e n t  th e  p e r ­

s o n 's  o v e r a l l  q u a l i f i c a t i o n s  i n  such  a way t h a t  th e  p r o s p e c t iv e  em ployer 

w i l l  be h e lp e d  i n  d e te rm in in g  w h e th e r he h as  p o t e n t i a l  f o r  th e  p o s i t i o n  

f o r  id iic h  he i s  a p p ly in g ,

5 , The a p p l i c a t i o n  l e t t e r  s h o u ld  be u se d  by th e  a p p l i c a n t  to  

p i c tu r e  h i s  own i n d i v i d u a l i t y  i n  th e  mind o f  th e  p r o s p e c t iv e  em p lo y er,

6 ,  The resum e sh o u ld  be u sed  by th e  a p p l i c a n t  to  p r e s e n t ,  i n  an  

im p e rso n a l m anner, a d e t a i l e d ,  c a te g o r iz e d  a c c o u n t o f  h im s e lf  to  th e  

p r o s p e c t iv e  em p lo y er.

C o n te n t o f  th e  A p p lic a t io n  L e t t e r  and th e  Resume

7 , The d i s c l o s u r e ,  in  th e  a p p l i c a t i o n  l e t t e r  and  th e  resum e, o f 

such  f a c t o r s  a s  th e  a p p l i c a n t 's  a t t i t u d e s ,  p e r s o n a l i t y  c h a r a c t e r i s t i c s ,  

i n t e r e s t s ,  and h o b b ie s  i s  o f te n  a s  im p o r ta n t  a s  th e  in fo rm a tio n  t h a t  he 

p ro v id e s  re g a rd in g  h i s  e d u c a tio n  and  work e x p e r ie n c e ,

8 , The le n g th ,  th e  n a tu r e ,  and  th e  amount o f  d e t a i l  o f  th e  a p p l i ­

c a t io n  l e t t e r  a n d /o r  th e  resum e sh o u ld  be r e l a t e d  to  th e  backg round  o f  

th e  a p p l i c a n t  a n d , o f te n t im e s ,  to  th e  p a r t i c u l a r  c h a r a c t e r i s t i c s  o f  th e  

p o s i t i o n  t h a t  he i s  s e e k in g .
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9 , The c o n te n t  o f  th e  a p p l i c a t i o n  l e t t e r  sh o u ld  s e rv e  to  s e l l  

th e  a p p l i c a n t ,  i n  a  m ild  and m odest m anner, to  th e  p r o s p e c t iv e  em ployer 

to  th e  e x t e n t  t h a t  an  in te r v ie w  w i l l  be g ra n te d  th e  a p p l i c a n t .

10. R e fe re n ce  in fo rm a tio n  t h a t  th e  a p p l i c a n t  in c lu d e s  i n  h i s  

resum e w i l l  u s u a l l y  be o f  l im i te d  v a lu e  to  him  in  h i s  i n i t i a l  c o n ta c t  

w ith  th e  p ro s p e c t iv e  em p lo y er.

P r e p a r a t io n  o f  th e  A p p l ic a t io n  L e t t e r  and th e  Resume

11 . The q u a l i t y  o f  e x p re s s io n  r e v e a le d  in  th e  a p p l i c a t i o n  l e t t e r  

and  th e  resum e sh o u ld  a s s i s t  th e  a p p l i c a n t  i n  h i s  a t te m p ts  to  r e v e a l  to  

th e  p r o s p e c t iv e  em p loyer t h a t  he h as  th e  q u a l i f i c a t i o n s  f o r  p e rfo rm in g  

i n  th e  p o s i t i o n  t h a t  he i s  s e e k in g ,

12 . The p e r s o n a l  s ty l e  o f  w r i t i n g  sh o u ld  be u sed  by th e  a p p l i c a n t  

i n  th e  a p p l i c a t i o n  l e t t e r ,  and th e  p e r s o n a l  to n e  t h a t  he r e v e a ls  sh o u ld  

d i s p la y  m odest c o n f id e n c e  in  h i s  a b i l i t y  to  p e rfo rm  i n  th e  p o s i t i o n  t h a t  

he i s  s e e k in g .



CHAPTER V 

SUMMARY

R e s ta te m e n t o f  th e  P roblem

The p rob lem  o f  t h i s  s tu d y  was to  s y n th e s iz e  a u t h o r i t a t i v e  i n s t r u c ­

t i o n a l  and u t i l i z a t i o n  id e a s  ( th e o r y  v e r s u s  p r a c t i c e )  a b o u t th e  p re p a ra ­

t i o n  o f  a p p l i c a t io n  l e t t e r s  and resum es and to  fo rm u la te  su g g e s tio n s  f o r  

th e  im provem ent o f th e  i n s t r u c t i o n a l  c o n te n t  and em phases i n  th e  te a c h in g  

i n  c o l le g e s  and u n i v e r s i t i e s  o f  t h i s  im p o r ta n t a s p e c t  o f  com m unication.

The m a jo r s te p s  in  t h i s  s tu d y  in c lu d e d  th e  fo llo w in g :

1 . An e x te n s iv e  a n a l y s i s  o f  r e l a t e d  l i t e r a t u r e  f o r  th e  p u r­
pose o f  g a in in g  a d e q u a te  o r i e n t a t i o n .

2 . Thorough q u a l i t a t i v e  and q u a n t i t a t i v e  a n a ly s e s  o f f iv e  
c o l le g e  b u s in e s s  w r i t in g  te x tb o o k s  to  a s c e r t a i n  th e  n a tu re  and 
th e  scope o f  th e  c o n te n t  p e r t a in in g  to  th e  a p p l i c a t i o n  l e t t e r  
and th e  resiune. The outcom e was th e  fo rm u la tio n  o f  12 funda­
m e n ta l i n s t r u c t i o n a l  u n d e r s ta n d in g s  from  th e  c o n te n t  i n  th e  
te x tb o o k s ,

3 . D evelopm ent, on th e  b a s is  o f  th e  12 u n d e r s ta n d in g s ,  o f 
e x te n s iv e  in te r v ie w  g u id e l in e s  to  be u sed  i n  c o n d u c tin g  i n t e r ­
v iew s w ith  p e rs o n n e l men to  r e l a t e  t h e i r  p r a c t i c e s  and p o in ts  
o f  v iew  i n  th e  u se  o f  a p p l i c a t i o n  l e t t e r s  and resum es to  m a jo r 
id e a s  e x p re s s e d  in  te x tb o o k s .

4 . E s ta b l is h m e n t  o f  a sam ple o f 50 p e rs o n n e l men to  be in ­
te rv ie w e d . These men w ere r e p r e s e n t a t iv e  o f  f iv e  s p e c i f i e d  
c a te g o r ie s  o f i n d u s t r i e s .

5 . S c h e d u lin g  and c o n d u c tin g  an in te r v ie w  w ith  each  o f th e  
50 p e rs o n n e l men m aking up th e  sam ple i n  o r d e r  to  d e te rm in e  t h e i r  
p r a c t i c e s  and p o in t s  o f  v iew  i n  th e  u se  o f a p p l i c a t i o n  l e t t e r s  
and resum es su b m itte d  by c o l le g e -e d u c a te d  a p p l i c a n t s  f o r  
p o s i t i o n s .
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6 , P r e s e n ta t io n ,  i n t e r p r e t a t i o n ,  and a n a ly s i s  o f  th e  
f in d in g s ;  com parison  o f  i n s t r u c t i o n a l  and u t i l i z a t i o n  id e a s ;  and 
th e  fo rm u la tio n  o f s u g g e s tio n s  re g a rd in g  th e  im provem ent o f  th e  
i n s t r u c t i o n a l  c o n te n t  and em phases i n  th e  te a c h in g  r e l a t i v e  to  
th e  p r e p a r a t io n  o f  a p p l i c a t io n  l e t t e r s  and resum es.

S y n th e s is  o f  I n s t r u c t i o n a l  and U t i l i z a t i o n  Id e a s  

In  t h i s  s tu d y , 12 fu n dam en ta l i n s t r u c t i o n a l  u n d e rs ta n d in g s  were 

d ev e lo p ed  t h a t  a re  r e p r e s e n ta t iv e  o f  th e  m a jo r  id e a s  of c o l l e g i a t e  t e x t ­

book a u th o r s  r e l a t i v e  to  th e  a p p l i c a t io n  l e t t e r  and th e  resum e. A ls o ,

12 fundam en ta l u t i l i z a t i o n  u n d e rs ta n d in g s  w ere dev elo p ed  on th e  b a s i s  o f  

c u r r e n t  p r a c t i c e s  and p o in t s  o f v iew  o f p e r s o n n e l  men r e l a t i v e  t o  th e  

p r e p a r a t io n  and  th e  u se  o f  th e s e  two in s t r u m e n ts .  The two g ro u p s  o f  

u n d e rs ta n d in g s  were c l a s s i f i e d  u n d e r fo u r  c o n c e p tu a l a re a s  t h a t  sh o u ld  

be g iv e n  p a r t i c u l a r  a t t e n t i o n  by th e  c o l l e g i a t e  b u s in e s s  w r i t in g  t e a c h e r  

i n  th e  i n s t r u c t i o n  c o n c e rn in g  th e  a p p l i c a t i o n  l e t t e r  and th e  resum e. 

P re s e n te d  i n  t h i s  s e c t io n  a r e  the  i n s t r u c t i o n a l  and th e  u t i l i z a t i o n  

u n d e rs ta n d in g s  d ev e lo p ed  i n  t h i s  s tu d y .  They a r e  a rra n g e d  so t h a t  i n ­

s t r u c t i o n a l  u n d e rs ta n d in g  number 1 i n  th e  f i r s t  column r e l a t e s  to  u t i l i ­

z a t io n  u n d e rs ta n d in g  number 1 i n  th e  seco n d  colum n, th u s  to g e th e r  

fo rm ing  a  " s e t ” o f  u n d e rs ta n d in g s  f o r  w hich th e  d eg ree  o f  r e l a t i o n s h i p  

i s  in d i c a te d .  By t h i s  p ro c e d u re , 12 s e t s  o f  i n s t r u c t i o n a l  and u t i l i ­

z a t io n  u n d e rs ta n d in g s  a re  r e l a t e d  on th e  n e x t  few  p ag es .



P u rp o se s  o f  th e  A p p l ic a t io n  L e t t e r  and th e  Resume

I n s t r u c t i o n a l  U n d e rs ta n d in g s

1 . The a p p l i c a t io n  l e t t e r  and th e  d a ta  1 . 
s h e e t  a re  w r i t t e n  in s tru m e n ts  w ith
w hich an  a p p l ic a n t  p aves  th e  way in  
h i s  e f f o r t s  to  make th e  f a c e - t o - f a c e  
c o n ta c t  w ith  a p ro s p e c t iv e  em ployer 
t h a t  i s  e s s e n t i a l  f o r  o b ta in in g  a l ­
m ost any  p o s i t i o n  in  b u s in e s s .

2 . The a p p l i c a t i o n  l e t t e r  and th e  d a ta  2 . 
s h e e t  a r e  w r i t t e n  in s tru m e n ts  w ith
w hich an  a p p l ic a n t  may be onab led  
to  "w in o u t"  o v e r one o r  more o th e r  
a p p l ic a n t s  in  th e  c o m p e tit io n  t h a t  
i s  conanonly a s s o c ia te d  w ith  the  seek ­
in g  o f  em ploym ent.

U t i l i z a t i o n  U n d e rs ta n d in g s

The a p p l i c a t io n  l e t t e r  and th e  resum e 
a re  among th e  m ost e f f e c t i v e  d e v ic e s  
t h a t  may be u sed  by an  a p p l ic a n t  to  
o b ta in  an  in te r v ie w .

D egree o f R e la t io n s h ip

The a p p l i c a t i o n  l e t t e r  and th e  resum e 
a r e  o f  l im i te d  v a lu e  in  e n a b l in g  one 
a p p l i c a n t  to  "w in o u t"  o v e r  o th e r s  in  
th e  f i n a l  s ta g e s  o f  th e  h i r i n g  p ro ­
c e d u re .
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3 , The a p p l i c a t i o n  l e t t e r  and th e  d a ta  
s h e e t  sh o u ld  d i s t i n c t i v e l y  r e v e a l  
th e  u n iq u e  q u a l i f i c a t i o n s ,  a b i l i t i e s ,  
and t r a i t s  o f  ib e  a p p l i c a n t .

The a p p l i c a t io n  l e t t e r  and th e  d a ta  
s h e e t  sh o u ld  show i n  a c o n c re te  and 
c o n c ise  m anner t h a t  th e  in d iv id u a l  
b as  th e  p o t e n t i a l  f o r  p e rfo rm in g  in

4 .

The a p p l i c a n t  w i l l  o f t e n  g a in  an  
ad v an tag e  by s u b m it t in g  an  a p p l ic a ­
t i o n  l e t t e r  and a resum e t h a t  d i s ­
t i n c t i v e l y  r e v e a l  h i s  o v e r a l l  q u a l i ­
f i c a t i o n s  f o r  th e  p o s i t i o n  t h a t  he 
i s  s e e k in g .

The a p p l i c a t i o n  l e t t e r  and th e  resum e 
sh o u ld  p r e s e n t  th e  p e r s o n 's  o v e r a l l  
q u a l i f i c a t i o n s  i n  such  a way t h a t  th e  
p ro s p e c t iv e  em ployer w i l l  be h e lp e d

r e l a t i v e l y  h ig h
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th e  p o s i t io n  t h a t  he i s  s e e k in g  by 
r e v e a l in g  how h i s  q u a l i f i c a t i o n s  
m eet th e  re q u ire m e n ts  o f  t h i s  
p o s i t i o n .

The a p p l i c a t io n  l e t t e r  sh o u ld  se rv e  
a s  th e  in s tru m e n t  th ro u g h  w hich th e  
a p p l i c a n t  p e r s o n a l iz e s  h im s e lf  in  
th e  mind o f  th e  p ro s p e c t iv e  em­
p lo y e r .

The d a ta  s h e e t  sh o u ld  se rv e  a s  th e  
in s tru m e n t th ro u g h  w hich th e  a p p l i ­
c a n t  im p e rs o n a lly  conveys a r e l a ­
t i v e l y  la rg e  q u a n t i ty  o f  d e t a i l e d ,  
c l a s s i f i e d  in fo rm a tio n  to  th e  p ro ­
s p e c t iv e  em ployer.

i n  d e te rm in in g  w hether he h as  p o te n ­
t i a l  f o r  th e  p o s i t i o n  f o r  which he 
i s  a p p ly in g .

The a p p l i c a t i o n  l e t t e r  sh o u ld  be 
u sed  by th e  a p p l ic a n t  to  p ic tu r e  h i s  
own i n d i v i d u a l i t y  i n  th e  mind o f  th e  
p ro s p e c t iv e  em p loyer.

The resum e sh o u ld  be u sed  by th e  ap­
p l i c a n t  to  p r e s e n t ,  i n  an  im p erso n a l 
m anner, a d e t a i l e d ,  c a te g o r iz e d  
a c c o u n t o f  h im se lf  to  th e  p ro sp ec ­
t i v e  em p lo y er.

h ig h

h ig h

CO
00
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7 . The a p p l i c a t i o n  l e t t e r  and th e  d a ta  
s h e e t  sh o u ld  d e p i c t  s o c ia l  a t t i t u d e s ,  
p e r s o n a l  a t t r i b u t e s ,  i n t e r e s t s ,  and 
even  h o b b ie s  as  s i g n i f i c a n t l y  a s  
th e y  p o in t  up ld:e e d u c a tio n  and  th e  
work e x p e r ie n c e  o f  th e  a p p l i c a n t .

The le n g th ,  th e  n a tu r e ,  and th e  com­
p le te n e s s  o f  th e  d e t a i l  o f  th e  a p p l i ­
c a t io n  l e t t e r  and th e  d a ta  s h e e t

7 .  The d i s c l o s u r e ,  i n  th e  a p p l i c a t io n  
l e t t e r  and  th e  resum e, o f  such  f a c ­
t o r s  a s  th e  a p p l i c a n t 's  a t t i t u d e s ,  
p e r s o n a l i t y  c h a r a c t e r i s t i c s ,  
i n t e r e s t s ,  and h o b b ie s  i s  o f te n  a s  
im p o r ta n t  a s  th e  in fo m ia t io n  t h a t  he 
p ro v id e s  re g a rd in g  h i s  e d u c a tio n  and 
work e x p e r ie n c e .

8 . The le n g th ,  th e  n a tu r e ,  and th e  
am ount o f  d e t a i l  o f  th e  a p p l i c a t io n  
l e t t e r  a n d /o r  th e  resum e sh o u ld  be

r e l a t i v e l y  h ig h
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10.

sh o u ld  be r e l a t e d  w ith  th e  e x te n t  o f 
th e  background o f  th e  a p p l i c a n t  and 
w ith  th e  scope and th e  consequence 
o f  th e  p o s i t i o n  f o r  w hich he i s  
a p p ly in g .

The c o n te n t  o f th e  a p p l i c a t i o n  l e t t e r  
sh o u ld  ex em p lify  th e  " s a le s  app roach"  
so  a s  to  a t t r a c t  f a v o ra b le  a t t e n t i o n ,  
a ro u s e  i n t e r e s t ,  s t im u la te  d e s i r e ,  and 
e l i c i t  a c t io n  by th e  p ro s p e c t iv e  em­
p lo y e r  and to  r e s u l t  i n  a n o th e r  con­
t a c t  w ith  th e  a p p l i c a n t .

In fo rm a tio n  f o r  th e  r e f e r e n c e  s e c t i o n  
o f  th e  d a ta  s h e e t  sh o u ld  be p re s e n te d  
c a r e f u l l y  and co m p le te ly  so t h a t  th e  
p ro s p e c t iv e  em ployer may n o t  o n ly  
r e a d i ly  fo l lo w  i t  up  b u t  i s  a l s o  en­
co u raged  to  do s o .

10.

r e l a t e d  to  th e  background o f  th e  
a p p l i c a n t  an d , o f te n t im e s ,  to  th e  
p a r t i c u l a r  c h a r a c t e r i s t i c s  o f  th e  
p o s i t i o n  t h a t  he i s  s e e k in g .

The c o n te n t  o f  th e  a p p l ic a t io n  l e t ­
t e r  sh o u ld  s e rv e  to  s e l l  th e  a p p l i ­
c a n t ,  i n  a m ild  and m odest m anner, 
to  th e  p ro s p e c t iv e  em ployer to  th e  
e x t e n t  t h a t  an  in te rv ie w  w i l l  be 
g ra n te d  th e  a p p l i c a n t .

R e fe re n c e  in fo rm a tio n  t h a t  th e  ap­
p l i c a n t  in c lu d e s  i n  h i s  resum e w i l l  
u s u a l ly  be o f  l im i te d  v a lu e  to  him 
i n  h i s  i n i t i a l  c o n ta c t  w ith  th e  
p ro s p e c t iv e  em ployer.

r e l a t i v e l y  h ig h
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11. The q u a l i t y  o f e x p re s s io n  e v id en ced  
in  th e  a p p l i c a t io n  l e t t e r  and i n  th e  
d a ta  s h e e t  sh o u ld  be d e s ig n e d  to  im­
p r e s s  th e  p ro s p e c t iv e  em ployer in  
te rm s o f  th e  a p p l i c a n t 's  academ ic 
background f o r  h a n d lin g  th e  d u t i e s  
and th e  r e s p o n s i b i l i t i e s  in v o lv e d  in  
th e  p o s i t i o n .

11, The q u a l i t y  o f  e x p re s s io n  r e v e a le d  
in  th e  a p p l i c a t io n  l e t t e r  and th e  
resum e sh o u ld  a s s i s t  th e  a p p l i c a n t  
i n  h i s  a t te m p ts  to  r e v e a l  to  th e  p ro ­
s p e c t iv e  em ployer t h a t  he has  th e  
q u a l i f i c a t i o n s  f o r  p e rfo rm in g  in  th e  
p o s i t i o n  t h a t  he i s  s e e k in g .

h ig h
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12 , The s t y l e  o f  w r i t in g  i n  th e  a p p l ic a ­
t i o n  l e t t e r  sh o u ld  be p e r s o n a l ,  and 
th e  p e r s o n a l  to n e  sh o u ld  be e s ta b ­
l i s h e d  a p p r o p r ia te ly  betw een th e  
ex trem es  o f a rro g a n c e  and t i m i d i t y .

12, The p e r s o n a l  s t y l e  o f  w r i t in g  sh o u ld  
be u sed  by th e  a p p l i c a n t  i n  th e  ap ­
p l i c a t i o n  l e t t e r ,  and th e  p e rs o n a l 
to n e  t h a t  he r e v e a ls  sh o u ld  d i s p la y  
m odest c o n fid e n c e  in  h i s  a b i l i t y  to  
perfo rm  in  th e  p o s i t i o n  t h a t  he i s  
s e e k in g .

h ig h
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A n a ly s is  o f th e  fo re g o in g  m a te r ia l  i n d i c a t e s  t h a t  th e r e  i s  a h ig h  

d eg ree  o f  r e l a t i o n s h i p  betw een  f iv e  s e t s  o f  th e  u n d e r s ta n d in g s  p e r t a in in g  

to  th e  a p p l i c a t i o n  l e t t e r  and th e  resum e, A e tn a l ly ,  f iv e  o f  th e  u n d e r­

s ta n d in g s  drawn from  th e  b u s in e s s  w r i t in g  te x tb o o k s  a r e  a lm o s t i d e n t i c a l  

w ith  f i v e  drawn from  th e  r e p o r te d  p r a c t i c e s  and p o in t s  o f  v iew  o f p e rso n n e l 

men. I n  f o u r  o f  th e  12 s e t s  o f  u n d e r s ta n d in g s  th e r e  i s  a r e l a t i v e l y  h ig h  

d eg ree  o f  r e l a t i o n s h i p .  F o r  a n o th e r  s e t  o f  u n d e r s ta n d in g s ,  a m o d e ra te  

d eg ree  o f  r e l a t i o n s h i p  e x i s t s ;  f o r  two s e t s ,  th e  r e l a t i o n s h i p  d ro p s  

s h a rp ly  to  low . T here i s  r e l a t i v e l y  h ig h  to  h ig h  r e l a t i o n s h i p  i n  n in e  o f  

th e  12 s e t s  o f  u n d e r s ta n d in g s .  I t  a p p e a rs ,  th e r e f o r e ,  t h a t  th e  e x t e n t  

o f  ag reem en t betw een th e  i n s t r u c t i o n a l  u n d e r s ta n d in g s  and  th e  u t i l i z a t i o n  

u n d e rs ta n d in g s  i n  t h i s  s tu d y  i s  a s  g r e a t  a s ,  i f  n o t  g r e a t e r  th a n ,  i s  gen­

e r a l l y  found  when v h a t  i s  ta u g h t  i n  b u s in e s s  c l a s s e s  i s  com pared w ith  

w hat i s  a c t u a l l y  p r a c t i c e d  i n  b u s in e s s  o p e r a t io n s .

T here i s  a w id e r v a r i a t i o n  i n  th e  s e t s  o f  u n d e r s ta n d in g s  r e g a rd ­

in g  th e  p u rp o ses  o f  th e  a p p l i c a t i o n  l e t t e r  and th e  resum e th a n  th e r e  i s  

i n  th e  o th e r  c o n c e p tu a l a r e a s  co n c e rn in g  th e s e  two in s t r u m e n ts .  T h a t 

v a r i a t i o n  ra n g e s  from  a low  to  a h ig h  d e g re e  o f  r e l a t i o n s h i p  f o r  th e  two 

s e t s .  R e l a t i v e ly  h ig h  to  h ig h  r e l a t i o n s h i p  e x i s t s  in  t h r e e  o f  th e  f o u r  

s e t s  o f  u n d e r s ta n d in g s  p e r t a in in g  to  th e  f u n c t io n s  o f  th e  l e t t e r  and th e  

resum e. I t  i s  a p p a re n t  t h a t  th e r e  i s  r a t h e r  g e n e ra l  ag ree m en t be tw een  

i n s t r u c t i o n a l  and u t i l i z a t i o n  id e a s  c o n c e rn in g  t h i s  c o n c e p tu a l a r e a .  I t  

i s  a l s o  a p p a re n t  t h a t ,  w ith  r e l a t i v e l y  h ig h  r e l a t i o n s h i p  i n  th r e e  o f  th e  

fo u r  s e t s  o f  u n d e r s ta n d in g s ,  t h e r e  i s  r a t h e r  g e n e r a l  ag ree m en t p e r t a in in g  

to  th e  c o n c e p tu a l a r e a  o f c o n te n t . The id e a s  advanced  by th e  b u s in e s s  

w r i t in g  te x tb o o k s  and th o s e  draw n from  th e  r e p o r te d  p r a c t i c e s  and p o in t s
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o f view  o f  p e rs o n n e l men were q u i t e  s u b s t a n t i a l l y  th e  same w ith  re g a rd  to  

a p p r o p r ia te  c o n te n t  f o r  th e  a p p l i c a t i o n  l e t t e r  and th e  resum e. T here i s  

com plete  ag reem en t betw een i n s t r u c t i o n a l  and u t i l i z a t i o n  id e a s  co n c e rn in g  

th e  p r e p a r a t io n  o f  th e  a p p l i c a t i o n  l e t t e r  and  th e  resum e, w ith  a  h ig h  de­

g re e  o f r e l a t i o n s h i p  f o r  th e  two s e t s  o f u n d e rs ta n d in g s*

G e n e r a l iz a t io n s

The f in d in g s  o f  t h i s  s tu d y  a r e  a p p l ic a b le  o n ly  a s  th e y  r e f l e c t  

th e  i n s t r u c t i o n a l  c o n te n t  o f  f iv e  c o l le g e  b u s in e s s  w r i t i n g  te x tb o o k s  and 

th e  e x p re s se d  o p in io n s  o f 50 p e rs o n n e l men lo c a te d  in  th e  g e n e r a l  m e tro ­

p o l i t a n  a re a  o f  D a l l a s ,  T exas, I t  i s  r e c o g n iz e d , t h e r e f o r e ,  t h a t  th e y  

may n o t a c c u r a te ly  r e f l e c t  th e  c o n te n t  o f  o th e r  te x tb o o k s  o r  th e  o p in io n s  

o f  o th e r  p e rs o n n e l men.

C o g n iz an t o f  th e  l i m i t a t i o n s  n e c e s s a r i l y  im posed , t h i s  r e s e a r c h e r  

drew  from  th e  f in d in g s  f iv e  g e n e r a l i z a t i o n s .  The f i r s t  f o u r  g e n e r a l i z a ­

t i o n s  r e l a t e  s p e c i f i c a l l y  to  th e  p u rp o s e s ,  th e  f u n c t io n s ,  th e  c o n te n t ,  

and th e  p r e p a r a t io n  o f  th e  a p p l i c a t i o n  l e t t e r  and th e  resum e. I n  e f f e c t ,  

th e s e  s ta te m e n ts  c o n s t i t u t e  s u g g e s t io n s  f o r  h e lp in g  c o l le g e  s tu d e n ts  

b e t t e r  to  le  a m  how to  p re p a re  th e s e  two im p o r ta n t in s tru m e n ts  o f  communi­

c a t io n ,

1 , I n  b u s in e s s  w r i t in g  te x tb o o k s  and i n  c la ss ro o m  i n s t r u c t i o n ,  

a  c o l le g e  s tu d e n t  sh o u ld  be h e lp e d  to  r e a l i z e  t h a t  th e  p u rp o se  o f  an  ap­

p l i c a t i o n  l e t t e r  and a  resume i s  to  o b ta in  th e  n e c e s s a ry  in te r v ie w ,  and 

t h a t  th e y  a r e  o f  l im i te d  u se  once th e  d i r e c t  c o n ta c t  w ith  a p ro s p e c t iv e  

em ployer h as  b een  e s t a b l i s h e d .  Seldom , i f  e v e r ,  i s  e i t h e r  th e  a p p l i c a t io n  

l e t t e r  o r  th e  resum e a d e c id in g  f a c t o r  i n  th e  d e c i s io n  to  em ploy a  c o lle g e -  

e d u c a te d  p e rso n .
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2 , I n  th e  te x tb o o k s  and in  c la ss ro o m  i n s t r u c t i o n ,  th e re  sh o u ld  

be new em phases by which a s tu d e n t  may be en ab led  to  l e a r n  how to  p re ­

p a re  an  a p p l i c a t io n  l e t t e r  so t h a t  i t  w i l l  f u n c t io n  to  r e v e a l  d i s t i n c ­

t i v e l y  and  to  p e r s o n a l iz e  h i s  u n iq u e  q u a l i f i c a t i o n s  f o r  a p o s i t i o n .  A t 

th e  same tim e , th e  s tu d e n t  sh o u ld  be ta u g h t  how to  make th e  resume fu n c ­

t i o n  b e t t e r  in  conveying  a la r g e  q u a n t i ty  o f  in fo rm a tio n  in  an im p erso n a l 

m anner,

3 , Textbook m a te r i a l s  and c la ss ro o m  i n s t r u c t i o n  sh o u ld  be ad­

ju s t e d  to  e n su re  t h a t  a s tu d e n t  w i l l  be h e lp e d  to  d ev e lo p  th e  c o n te n t  o f  

h i s  a p p l i c a t i o n  l e t t e r  and resum e so t h a t  th e y  w i l l  s e l l  h i s  q u a l i f i c a ­

t i o n s  i n  a m ild  and m odest m anner and w i l l  d e p i c t  th e  n a tu re  o f h i s  a t ­

t i t u d e s ,  p e r s o n a l i ty  c h a r a c t e r i s t i c s ,  i n t e r e s t s ,  and  h o b b ie s  to  th e  e x t e n t  

a p p r o p r ia te  to  th e  p a r t i c u l a r  p o s i t i o n  f o r  w hich he i s  an  a p p l i c a n t .

4o Textbook m a te r i a l s  and c la ss ro o m  i n s t r u c t i o n  sh o u ld  be con­

t i n u a l l y  e v a lu a te d  and r e v is e d  so t h a t  s p e c i f i c  h e lp  i s  p ro v id e d  f o r  th e  

s tu d e n t  in  th e  p r e p a r a t io n  o f  an  a p p l i c a t io n  l e t t e r  and a resume t h a t  w i l l  

r e p r e s e n t  q u a l i t y  i n  e x p re s s io n ,  a c c u r a te ly  r e v e a l  h i s  background f o r  em­

p loym en t, and d i s p la y  m odest co n fid e n c e  i n  h i s  a b i l i t y  to  su ccee d .

5 . A lthough  n o t a m a t te r  o f  m a jo r co n c e rn , f u tu r e  c o l l e g i a t e  

b u s in e s s  w r i t in g  te x tb o o k s  and th e  i n s t r u c t i o n  co n c e rn in g  th e  a p p l i c a t io n  

l e t t e r  and th e  resume sh o u ld  a p p ly  th e  te rm  "resum e" to  w hat has i n  th e  

p a s t  been  r e f e r r e d  to  a s  a " d a ta  s h e e t , "
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610 Rowe Avenue 
C hicago 27, I l l i n o i s  
O ctober 25, 1958

Mr. Jo e  L ake, P e rso n n e l D i r e c t o r  
Beamer M arket R e se a rc h , I n c .
378 S o u th  C la rk  S t r e e t  
C hicago  5 , I l l i n o i s

D ear }Jlx, Lake:

M r, G eorge R e s to n , p e rs o n n e l  o f f i c e r  o f  th e  A m erican T r u s t  Bank o f 
C h icag o , h a s  to l d  me t h a t  you  have a v aca n cy  i n  y o u r  R esea rc h  and S t a t i s ­
t i c a l  D eparianen t. May I  be c o n s id e re d  an  a p p l i c a n t  f o r  t h i s  p o s i t i o n .

I  u n d e rs ta n d  t h a t  you w an t a young man w ith  a w ork ing  knowledge o f  s t a ­
t i s t i c a l  te c h n iq u e s .  He sh o u ld  a ls o  have a  th o ro u g h  u n d e rs ta n d in g  o f  
th e  a p p l i c a t i o n  o f m a th e m a tic s  to  s t a t i s t i c a l  p ro c e d u re , a background  i n  
b u s in e s s  and  econom ics, and be a b le  to  assum e th e  r e s p o n s i b i l i t y  f o r  p re ­
p a r in g  m on th ly  r e p o r t s  and a n a ly s e s .

A J u n e , 1958, g ra d u a te  of C e n tr a l  U n iv e r s i ty  i n  th e  C o lle g e  o f B u s in e s s  
A d m in is t r a t io n ,  I  m a jo red  i n  s t a t i s t i c s  and eco n o m ics . Through o th e r  
c o u rs e s  s tu d ie d ,  I  o b ta in e d  a  background in  b u s in e s s  law , f in a n c e ,  in s u r ­
a n c e , a c c o u n tin g , com m unication  i n  b u s in e s s ,  and m a rk e tin g  m ethods.

I  b e l ie v e  I  have d e v e lo p ed  th e  a b i l i t y  to  make m y se lf  o f  v a lu e  to  y o u . 
D u rin g  nqr l a s t  two h ig h  sc h o o l y e a r s ,  I  w orked i n  th e  sch o o l o f f i c e  sev ­
e r a l  h o u rs  each  d ay  to  su p p lem en t th e  com m ercial t r a i n i n g  o f f e r e d  i n  
c l a s s e s .  I  was a l s o  em ployed p e r t  tim e in  t h i s  o f f i c e  f o r  th r e e  sunaners 
fo llo w in g  my g r a d u a t io n .  T h is  p r a c t i c a l  background  and t h a t  g a in e d  by 
h o ld in g  o f f i c e s  i n  s e v e r a l  u n i v e r s i t y  o r g a n iz a t io n s  have g iv e n  me adm in­
i s t r a t i v e  e x p e r ie n c e  and  a b i l i t y  in  g e t t i n g  a lo n g  w ith  p e o p le .

R esea rc h  i s  a l s o  o f  g r e a t  i n t e r e s t  to  me. My a p t i t u d e  t e s t s  and my ex­
p e r ie n c e  w ith  s e v e r a l  s t a t i s t i c a l  te rm  r e p o r t s  i n d i c a t e  t h a t  I  have th e  
p e r s e v e r in g  p a t ie n c e  and e x a c t in g  tem peram ent r e q u i r e d  o f  s t a t i s t i c i a n s .  
My c h i e f  aim  i s  to  p u t  th e s e  q u a l i t i e s  to  work w ith  y o u r  f i rm .

On th e  e n c lo se d  d a ta  s h e e t  i s  a d d i t io n a l  in fo rm a tio n  c o n ce rn in g  my q u a l i ­
f i c a t i o n s .

May I  have a  p e r s o n a l  in te r v ie w  a t  y o u r  c o n v e n ie n c e . You can re a c h  me by 
te le p h o n e  a t  MAin 1-3478 o r  by m a il a t  th e  above a d d re s s .

S in c e re ly  y o u r s .

E n c lo su re  W illia m  R, Tebbens

A u m e r , op . c i t . ,  p .  261 .
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A ddress th ro u g h  
March 31 , 1963:

Box 50
R o b e rt E , Lee H a ll  
A u s t in ,  Texas

C o n se rv a tiv e  
p ic tu r e  in  b u s i ­
n e ss  d r e s s .  
F ro n t v iew ,

(D e ta c h a b le )

A ddress a s  o f
A p r i l 1963;

1054 Elm S t r e e t  
P o r t  A r th u r ,  Texas

P r o f e s s io n a l  C o lleg e  T ra in in g

Three u n in te r r u p te d  y e a r s ' s tu d y  sunm er and w in te r  (1 9 5 9 -6 2 ) a t  The 
U n iv e r s i ty  o f  T exas, m a jo rin g  i n  a c c o u n tin g ; B a c h e lo r o f  B u s in ess  
A d m in is tra t io n  d e g re e , A ugust, 1962, w ith  b e t t e r  th a n  a "B" a v e ra g e .

C ourses p o in t in g  to  a  th o ro u g h  u n d e rs ta n d in g  o f  c o rp o ra t io n  a c c o u n tin g  
and f i n a n c i a l  a n a l y s i s :

-A c c o u n tin g -

C o st: jo b - o r d e r  and p ro c e s s  c o s t
m ethods.

F e d e ra l Income Tax: r e p o r t in g  ta x e s
f o r  c o r p o r a t io n s ,  p a r tn e r s h ip s ,  
and i n d i v id u a l s .

P ro c e d u re s  : v a r io u s  sy stem s of
a c c o u n tin g  w ith  em phasis on spe­
c i a l  it« m s  o f th e  b a la n c e  s h e e t—  
A ccounts R e c e iv a b le  and I n v e s t ­
m en ts .

A u d i t in g : e le m e n ta ry  and  ad­
v an ced ; p u b lic  a u d i t in g  and 
i n t e r n a l  a u d i t in g  w ith  em phasis 
on i n t e r n a l  c o n t r o l .

F id u c i a r y : a l l  b u s in e s s  u n i t s
i n  v o lu n ta ry  o r  in v o lu n ta ry  
b a n k ru p tc y ; a l s o  a c c o u n tin g  
f o r  e s t a t e s .

G overn m en ta l: a c c o u n tin g  f o r
a l l  ty p e s  o f g o vernm en ta l u n i t s .

-R e la te d  C o u rse s -

C o rp o ra tio n  F in a n c e : f i n a n c i a l
p o l i c i e s ;  ty p e s  o f  c o rp o ra te  
s e c u r i t i e s — when to  is s u e  s to c k s  
o r  bonds.

Money and B ank ing : th e  th e o ry  o f
money and how th e  F e d e ra l R eserve 
System  i s  r u n .

B u s in e s s  Law: c o n t r a c t s ,  s a l e s ,
n e g o t ia b le  in s tru m e n ts ,  corpo­
r a t i o n s ,  p a r tn e r s h ip s ,  and 
p r o p e r ty .

W r it te n  C om m unications: r e p o r t
w r i t i n g  and l e t t e r  w r i t i n g .
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JOHN DAYTW BALE'S QUALIFICATIONS FOR ACCOUNTING WORK, PAGE 2

Work E x p e rie n c e  R e q u ir in g  A ccuracy

1962- A c co u n ta n t f o r  D. H, H ic k s , G en e ra l C o n tra c to r ,  A u s t in ,  T exas;
p la n n in g  and s u p e r v is io n  o f  a c c o u n tin g  sy stem , a f te rn o o n s  
and ev en in g s  w h ile  i n  s c h o o l and f u l l  tim e  s in c e  g r a d u a t io n ,

1960-61: R ecords c l e r k ,  Texas F i r e  In s u ra n c e  Com m ission, A u s t in ,  Texas;
p a r t  t im e ,

1959-60: C le rk , P o l ic e  D ep artm en t, A u s t in ,  T exas; p a r t  tim e i n  C orpo ra­
t i o n  C o u rt and I d e n t i f i c a t i o n  B ureau ,

1957-59: A s s i s t a n t  s u p e r in te n d e n t .  B ureau  o f I d e n t i f i c a t i o n ,  P o l ic e  De­
p a r tm e n t, P o r t  A r th u r ,  T exas; f i n g e r p r i n t  e x p e r t ,  d e t e c t i v e ,  
p h o to g ra p h e r , i n t e r r o g a t o r ,

1956-57: S t a f f  S e rg e a n t ,  U. S . A ir  F o rc e ; perfo rm ed  c l e r k - t y p i s t  d u t i e s .

P e r s o n a l i t y

B ir th p la c e  and d a t e :
B om  i n  Texas i n  1938 o f  
S co tch  and I r i s h  d e s c e n t .

F am ily  s t a t u s :
M a rrie d , w ith  a  son .

P h y s ic a l  c o n d i t io n :
5 f e e t ,  10 in c h e s ;  165 pounds; 
no d e f e c t s .  No absen ce  from  
work o r  sc h o o l because  o f  i l l n e s s  
i n  l a s t  f o u r  y e a r s .  G la s se s  f o r  
c lo se  w ork.

M em berships:
U n iv e r s i ty  B a p t i s t  C hurch, 

A u s t in  
M asonic Lodge
B eta  A lpha P s i  ( a c c o u n tin g ,  

p r o f e s s io n a l  and h o n o ra ry )  
Kappa A lpha ( s o c i a l )

H o b b ies :
F is h in g  ( a r t i f i c i a l  lu r e )  
Swimming (w a te r  s a f e t y  and 

swimming i n s t r u c t o r )

R e fe re n c e s  (By P e rm is s io n )

D r, C, A ubrey Sm ith 
P r o f e s s o r  o f  A cco u n tin g  
The U n iv e r s i ty  o f  Texas 
A u s t in ,  Texas

Mr, F rank Graydon 
P r o f e s s o r  o f  A cco u n tin g  
The U n iv e r s i ty  o f  Texas 
A u s t in ,  Texas

C h ie f  R , D, Thorp 
P o l ic e  D epartm en t 
A u s t in ,  Texas

M rs, May W e lls  
O ff ic e  M anager 
Texas F i r e  In s u ra n c e  

Commission 
A u s t in ,  Texas

J .  H. Manning and C, W, W ilk in so n , Com m unicating Through L e t t e r s  
and R e p o rts  (3 d  e d . ; Homewood, I l l i n o i s :  R ic h a rd  D, I rw in , I n c . ,  1963),
pp . 403-405 .
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Name and T i t l e

I .  0 , T. Adams
I n d u s t r i a l  R e la t io n s  S u p e rv is o r

2o H enry M, Amlin
M anager o f Employee R e la t io n s

3 , R ic h a rd  M, B a rk le y  
P e rs o n n e l M anager

4 , Ro A , B eers  
P e rso n n e l M anager

5o Don E , Boyd, S u p e rv is o r
Employment and C o lleg e  R e la t io n s

6 , W illia m  H» Burgwin 
Employment S u p e rv is o r

7 , B, P .  B urrage 
P e rs o n n e l M anager

8 ,  H a rry  G, C r o s s e t t  
I n d u s t r i a l  R e la t io n s  S u p e rv is o r

9 , Jo h n  L , D avidson 
P e rs o n n e l D ir e c to r

10, L a r ry  De Wane
Employee R e la t io n s  M anager

I I .  K enneth  R. F e a g in s  
P e rs o n n e l D ir e c to r

12, J ,  W, G raves
A s s i s t a n t  V ice P r e s id e n t  and 

A s s i s t a n t  P e rso n n e l D i r e c to r

13 , H e rb e r t  0 ,  H am ilton 
A s s i s t a n t  C a s h ie r  and M anager o f

P e rs o n n e l D epartm en t

14 . Ed L . H a rr is o n  
H e a d q u a rte rs  P e rs o n n e l M anager

15. H. Boyd H a rr is o n
Assistant. S e c r e ta r y ,  P e rs o n n e l 

D i r e c to r

Company 

Sun O il Company

A m erican P e t r o f in a  Company o f  
Texas

A l l s t a t e  In su ra n c e  Company

Texas In s tru m e n ts  In c o rp o ra te d

Lone S ta r  Gas Company

The B r it is h -A m e r ic a n  O il  P ro ­
du c in g  Company

C o n tin en ta l-E m sco  Company

K ro e h le r  M a n u fac tu rin g  Company

S k i l l e m  and Sons, I n c .

The D a lla s  M orning News

Hunt O il Company

The M e rc a n t i le  N a tio n a l  Bank 
a t  D a lla s

Texas Bank & T ru s t  Company

F r i to -L a y ,  I n c .

Texas Em ployers In s u ra n c e  
A s s o c ia t io n
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Name and T i t l e

16. Edwin J .  H arvey
D iv is io n  D i r e c to r  o f  R e c r u i t in g ,  

H ir in g , and T ra in in g

17. B i l l  G. H ickey  
Employment S u p e rv is o r

18, Sam F . Holmes, J r .
V ice P r e s id e n t  and D i r e c to r  of 

P e rso n n e l

19, T. E , Hudson
R eg io n a l P e rso n n e l M anager

20 , E a r l  C. Huse 
P e rso n n e l D ir e c to r

21 , W, W, Ism ae l 
P e rso n n e l M anager

2 2 , A lb e r t  J a r r e l l  
M anager o f  T ra in in g

23, Ben E . J e f f r i e s  
M anager, Employment

2 4 , P au l W, Knox
A s s i s t a n t  D i r e c to r  o f  P e rso n n e l

25 , R o b e rt S . McGee 
A s s i s t a n t  P e rs o n n e l D i r e c to r

26 , S . E . Morehead
P e rso n n e l A s s i s t a n t ,  S o u th w este rn  

T e r r i t o r y

27 , W, L , M u rre ll
I n d u s t r i a l  R e la t io n s  M anager

28 , O tto  B, Norman
D ir e c to r  o f I n d u s t r i a l  R e la t io n s

29 , C h a rle s  B. O v e r s t r e e t  
A s s i s t a n t  P e rs o n n e l D i r e c to r

3 0 , P a u l J .  P le v a c k
D ir e c to r  o f  I n d u s t r i a l  R e la t io n s

Company

L ib e r ty  M utual In su ra n c e  
Companies

L ing-Tem co-V ought, I n c .  (M il i ­
t a r y  E l e c t r o n ic s ;  A erosystem s 
D iv is io n s )

F i r s t  N a tio n a l Bank i n  D a l la s

S ta te  Farm In su ra n c e  Companies

R e p u b lic  In su ra n c e  Group

The K ro g er Company, D a lla s  
D iv is io n

Texas Power & L ig h t  Company

C o ll in s  R adio  Company

R e p u b lic  N a tio n a l L i f e  I n s u r ­
ance Company

S o u th lan d  C o rp o ra tio n

S e a rs ,  Roebuck & Company

Moore B u s in e ss  Form s, In c .

C o n tin e n ta l  E l e c t r o n i c s  Manu­
f a c tu r in g  Company

P o llo c k  P a p e r Company

D re s s e r  I n d u s t r i e s ,  I n c .
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Name and T i t l e

3 1 . P a u l S, Pope 
P e rso n n e l D ir e c to r

3 2 . L o u is  J ,  Beeg, J r .
M anager o f I n d u s t r i a l  R e la t io n s

33 . R. J ,  Reuss 
Employment Manager

3 4 . C h a r le s  L. R o u n sa v il le  
P e rso n n e l M anager

3 5 . M a tt Rowland 
Employment C o o rd in a to r

3 6 . F red  A. R uth 
P e rso n n e l D ir e c to r

3 7 . Jo h n  C. Shewmake 
P e rso n n e l D i r e c to r

3 8 . Edward S la u g h te r ,  J r .
A s s i s t a n t  V ice P r e s id e n t  and

P e rso n n e l M anager

3 9 . W, J ,  S p ie s ,  J r .
A s s i s t a n t  P e rs o n n e l M anager

4 0 . Jam es R. S to v a l l ,  J r .
S t a f f  A s s i s t a n t ,  P e rs o n n e l

4 1 . A, B. T ate
A s s i s t a n t  V ice P r e s id e n t

Company

The Times H era ld  P r in t i n g  
Company

S e c u r i t y  E n g in e e r in g  D iv is io n ,  
D r e s s e r  I n d u s t r i e s

B r a n i f f  I n t e r n a t i o n a l  A irw ays

O ilw e ll  D iv is io n ,  U n ite d  S ta t e s  
S te e l  C o rp o ra tio n

D a l la s  Power & L ig h t  Company

M orton F oods, I n c .

T i tc h e - G o e t t in g e r  Company

R e p u b lic  N a tio n a l Bank o f  D allas

G i f f o r d - H i l l  and Company, I n c ,

M obil O il Company

A l l i e d  F in an c e  Company

4 2 .

4 3 .

4 4 .

45 .

4 6 .

M, L . T ay lo r 
C h ie f  o f P lacem en t

R, J .  W aggett, M anager 
I n d u s t r i a l  R e la t io n s

Jam es W alker
Employee R e la t io n s  T e c h n ic ia n

L eigh  W atson 
D i r e c to r  o f  P e rs o n n e l

G rady 0 . W heeler 
P e rso n n e l S u p e rv is o r

LTV V ought A e ro n a u tic s ,  D iv is io n  
o f  L ing-Tem co-V ought, I n c .

G u ib e rso n  D iv is io n ,  D re s s e r  
I n d u s t r i e s ,  I n c .

Safew ay S to r e s ,  I n c .

D iv e r s a ,  I n c .

A t l a n t i c  R e f in in g  Company
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Name and T i t l e

47 . R o b e r t E . W illia m s , D i r e c to r  
P e rs o n n e l and T ra in in g

4 8 . W illia m  T. W isen er 
V ice P r e s id e n t

4 9 , F ran k  M, W itte n
A rea Employment S u p e rv is o r

50 , Bob W, Young 
P e rso n n e l D i r e c t o r

Company 

Z a le  J e w e lry  Company, I n c .

T r i n i t y  U n iv e rs a l  In s u ra n c e  
Company

S o u th w e s te rn  B e l l  T elephone 
Company

D r. P ep p e r Company


