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Employment Messages and Job Interviews
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concepts by going o mybcommiab|

Figure 14.5 Follow-Up Message: Poor and Improved
Use the follow-up message after an interview to express continued int the opportunity, to cof
‘expand on any information you provided in the interview, and to thank the interviewer for his or her
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If you receive a job offer while other interviews are still pending, you can ask the
for a time extension. Open with a strong statement of your continued interest in th|
for more time to consider the offer, proy reasons for the request, and
reader that you will respond by a spe

tive mes- When you receive a job offer you want to thin five days. Begin by
the position and expressing thanks. Ident ou're accepting. In the next p: ﬁ
cover any necessary details. Con. y youlook forward to reporting
As always, a positive letter should convey your enthusiasm and eagerness to coop
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I'm delighted to accept the graphic design posttion in your advertising department at the =

salary of $3,875 per month.

Enclosed are the health insurance forms you asked me to complete and sign. I've
already given notice to my current employer and will be able to start work on Monday,

January 18.

The prospect of
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Request for Time Extension

Applying and Interviewing for Employment 38"

MyBCommLab Apply Figure 14.6' key
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ing your firm is excting. Thank you for giving me this opportunty,
and | look forward to making a posttive contribution.





