Agricultural Communication and Leadership

Unit Title: 
Employment Leadership Skills

     
CIP:       010802-12


Instructor:

Objectives:


After completing this unit of instruction, students will be able to:

A. Prepare for an interview;
· Cover Letters
· Resumes

B. Conduct an interview;
C. Follow up an interview; and

D. Discuss and write appropriate personal correspondences.
· Thank you note
· E-mail

Click here to access this lesson’s PowerPoint presentation
Interest approach:

Have students list well known interviewers (e.g. Oprah)

Ask students if they have ever interviewed for anything (e.g. job, pageant, competition)
Curriculum &Instruction
	Curriculum
	Instruction

	A. Prepare for an interview;
· Cover Letters

· Resumes
Interviewing – the process of talking with someone in order to gain information about a particular topic

Rules for Interviewing

· Arrange interviews ahead of time – call, e-mail, write, insure you are expected; work around your deadline and the interviewee’s schedule, remember, they are doing you a favor

The best way to get an interview with a good resume and Cover Letter

· Research background information on the interviewee and the subject about which you will be interviewing – never go in blind, know something about everything

· Ask relevant questions – focus on topic, don’t waste your time and don’t waste their time
· Be respectful – just because you don’t have the same opinions doesn’t mean one of you is wrong; respect the opinions of others 

· Listen – sounds easy, but it is deceivingly difficult. When you ask a question, listen to the answer so you can build on the answer and ask follow up questions, gathering more information on a deeper level

· Thank the interviewee for their time – remember, they are doing you a favor; thank them fervently and mean it, you may need a second interview or clarification on something they said

· Follow up on unclear information – if you don’t understand something, go to the source; ask for clarification. The more thoroughly you understand, the better you will be able to communicate the information to others

 Planning an Interview

· Background Research – don’t go into an interview knowing nothing and expect to come out knowing everything, learn all you can about your topic and interviewee
· Prepare an opening question – make this question interesting and relaxing; catch the attention of your interviewee and set them at ease, you’ll get more quality information 

· Request the interview – state who you are, the topic you are pursuing and who you work for, if necessary. Work around the interviewee’s schedule (respect their schedule – don’t be late!)

· Plan your questions – write out your questions in order of importance, with the most important coming first; realize you may have follow up questions about answers and allow for them

· Dress appropriately – if interviewing in a formal setting, dress for the setting. If it is a casual setting, dress casually, but business casual. It is better to be over dressed than underdressed

B. Conduct an interview; and

Guidelines

· Introductions – immediately introduce yourself upon arrival. State your name and purpose (topic you are pursuing). Be friendly and conversational; remember the golden rule – treat others as you want to be treated. If you are friendly and set a relaxing scene, the interviewee should follow your lead
· Take control of the interview – try to keep the interviewee on topic without interrupting them; rambling waste time and questions you could be asking

· Ask background questions – you should know some of the background, reveal to the interviewee that you have done your research and if there is something you don’t understand, ask; if background is necessary or applicable to what you are pursuing, ask for more information

· Use a conversational tone – interviewing is a skill; keeping the flow of conversation going smoothly is difficult, but will help insure you have a quality interview

· Inquire about pros and cons – you need to cover both sides of the story, ask your source about both sides 

· Restate information – make sure you have everything correct. Restating things in your own words and posing it as a question to the interviewee insures that you understand the information and have it accurate
· Verify information – check, double check, and check again; even if you are sure you have it correct, verify with the source

· Utilize the silent treatment – listen without interrupting to get all the information the interviewee has to offer about the question; pause between questions to allow for elaboration
· Request additional resources – ask if there is other information you can read or other individuals you can interview to get as much information as possible

· End positively – thank the interviewee for his or her time, ask if you can call if you have any additional questions
Questions

· Closed-ended questions – these are questions the prompt short, specific answers. Use closed-ended questions to get facts such as when, who, where, yes or no answers and name and title (don’t be afraid to ask for spelling – be accurate)
· Open-ended question – these are questions to draw out information. They induce longer answers and may lead to quotes. Follow up your closed-ended questions with open-ended questions such as why and how
· Impromptu questions – impromptu questions aren’t planned; these are also follow up questions. If the interviewee says something you feel may be important or interesting, ask a question about the answer. Also, if you get a close-ended answer to an open-ended question, rephrase the question to attempt to draw out a beneficial answer
Note taking

Journalists need to know what is important to the story and important to take note of. There is never enough time to write down everything the interviewee says. Notes need to be detailed so as to not leave out anything important.
· Be prepared – always bring extra pens, pencils and paper. (a recorder isn’t a bad idea in the real world, but check with the interviewee to make sure it is alright with them if they are recorded)

· Concentrate – don’t waste your time, you are there to listen to what the interviewee has to say, so concentrate so you benefit from what they are saying. Listen for good quotes and focus are what you are hearing and writing, don’t let your mind wander

· Use key words – because you can’t write down everything the interviewee is saying, use key words to remind you of the facts and statements. Don’t use with quotes, which need to be verbatim
· Shorthand – develop your own. It will speed your note taking process and insure that you get more information down on paper, abbreviations are useful

· Slow the pace – when writing a quote, don’t ask the next question until you have the quote complete

· Request repetition – asking the interviewee to repeat something is appropriate; you may have missed something. When asking for a repeat of a quote, the second phrasing may be better as the interviewee has had longer to think about what they are saying and state things more clearly
· Eye contact – get use to writing without looking at the paper. Look the interviewee in the eye to encourage a conversation-like flow

· Give praise – interviewees may become nervous, praise them to encourage further questioning. Phrases such as “that’s interesting” and “tell me more” draw out more answers and persuade the interviewee to relax
· Verify important information – check, double check and check again; names, spellings, etc. need to be verified. Asking verification questions at the end of an interview can lead to asking for an e-mail address or phone number to use for follow up questions or further clarification later

· Mark important information – during the interview, star or otherwise draw attention to important information in your notes

· Save your notes – date and save everything; specifics can get lost while typing or passing information. Should questions arise, your notes would be needed

C. Follow up an interview. 

· If you do have additional questions after completing the interview which are appropriate or necessary to ask in order to clarify information, follow up with the interviewee if granted permission. The more information you have and understand, the more clearly you will be able to communicate the information
· Check your facts. Pay attention to what you are saying, typing or otherwise communicating through words or pictures. Inaccuracy causes embarrassment to you and your company. Eliminate mistakes before they happen

· Additional or alternative sources may be necessary. You can not have too much information. Also, if there is more than one side to the story, make sure it is covered to present an unbiased story  

D. Discuss and write appropriate personal correspondences.

· Thank you note
· E-mail

Thank you notes:
1. Buy special stationery, such as nice paper or blank cards. The stationery doesn't have to be expensive, since receiving a gift is special. And so is thanking your gift-giver.

2. Decide whether you would prefer to type your letter or hand-write it . Handwriting has a more personal touch, while a printed thank-you note has a more professional feel.

3. Convey your intent from the beginning. Do not write "To whom it may concern" or something else impersonal. Use the same form of address that you would if you were speaking to the person, for instance "Dear Bob," for a friend or "Dear Ms. Cathcart," if the giver is your manager or boss.

4. Start your letter out by thanking the person for the item or service he or she provided. An easy way to segue into the thank you is starting out "I would like to thank you for ..."

5. Explain how you plan to use the gift, or explain how the gift or service has already been used. For monetary gifts, it is good to let your gift-giver know how you will spend (or have already spent) the money. If it was a service that your gift-giver rendered you, don't forget to explain how much you appreciated the help.

6. Acknowledge a person's efforts if the gift was given as part of an event. If the gift was given during an event or gathering, express happiness that the person attended or regret that person couldn't make it. Try "I'm glad you were able to make it to [...] It was wonderful to see you" or "I'm sorry you couldn't make it to [...]" If there was no event, skip this step and the next one.
7. Convey your feelings on the event. "I had a wonderful bridal shower..." It also helps to mention a personal feeling such as "I was just so happy with the party favors", especially if the person was involved with the set up.

8. Finish your note by mentioning that you want to see or talk to the person again soon. For close relatives and friends, you can also tell them how much you miss that person's company and express regret that his or her visit was short.

9. Sign your thank you note personally and with heart. Do not use "Sincerely" or "Cordially" as these are more for business. Try "
Email:

Opening up your inbox is full of bad grammar, bad spelling, and bad taste. 

1. Make the subject line useful. The subject line should provide a useful summary of the email's content. A good subject can prevent your email from being deleted before it's even read. Remember, the subject is the first thing your recipient will see. Keep it concise, and avoid using generic subjects such as "Hi," "What's up," or the recipient's name, as these may be blocked by anti-spam filters.

2. Get out of the habit of prioritizing your messages. There is nothing more irritating and presumptuous than assuming your e-mail request is higher in the queue than anybody else's, especially in a work context. 

3. Greet your recipient. Letters, of course, generally begin with the salutation "Dear (recipient's name)," but emails are generally less formal, and "Hi" or "Hello" will usually suffice. 

4. Keep your email concise, conversational, and focused. It's harder to read letters on a computer screen than on a sheet of paper, so it's nice to keep emails short and to the point. Sentences should be kept short, about 8-12 words. Leave a space between paragraphs.
5. Use proper grammar and spelling. An email reflects on its author, and an email with spelling or grammar errors reflects badly. Use Standard English (or whatever language you're writing in), and proofread and spell-check emails as you would any written communication. An error-free email makes a good impression and is easier for the recipient to read.

6. Avoid fancy formatting. Changing fonts and colors, inserting bulleted lists, or using HTML can make an email look bizarre or render it unreadable for the recipient, even if the formatting looks fine on your computer. Keep it simple.

7. Schedule Reply to emails. People expect a quick response to emails, and it's polite to try to meet these expectations. It also chews up an enormous amount of your time to respond to emails instantaneously. Some say that you should schedule times to read and respond to emails to be more productive. Also, teach your colleagues, through an email signature or response, that urgent items should be done by telephone and that you will get back to the person within a specified time frame.

8. Think twice before replying to just say thank you. Some people don't want an e-mail that says "thanks". This takes additional energy to open the e-mail and read it just to read what you already know. 

9. Edit long emails when replying to them. Generally your reply to an email will include the original email, as well. If the original email is short, you can just reply to it as is, but if it's longer, you should delete irrelevant parts (especially headers and signatures) and organize your reply so that you quote parts of the original email and place your responses to each part directly below that part. 

10. Conversely, be sure to include info that you are responding to. Many people and companies write and respond to hundreds of emails every day. Avoid sending an email that says only 'Yes,' for example. Include the question that the recipient asked so they know what you are responding to.
11. Close your email on a cordial note. Closing with a statement such as "Best wishes," "Good luck," or "Thanks in advance for your help," can soften even a harsh email and can elicit a more favorable reply.

12. Sign your name. Yes, the recipient knows whom the email is from, but it's polite and personal to sign your name at the end. You can just type your name at the end of each email, or you can use your email application to create a default signature with your name, title, and contact information.

13. Limit attachments. Don't add an attachment unless it's necessary, and keep attachments as small as possible. Most email applications can send and receive attachments up to 1 MB, but anything over that can be a hassle for you or the recipient, and even smaller files can take a long time to open if the recipient's email connection is slow. 

14. Think before you send. Don't send e-mails when you are emotional. Feel free to write the subject and text of the e-mail, then save it. You might change your mind and be better off for it. Better yet, pick up the phone or even go to see the person face-to-face. It is hard enough to judge the tone of an e-mail, even with the prevalent use of emoticons. 

15. Do Not use ALL CAPS. Not only is this an unnecessary practice but it can highly annoy your recipient and could even get you a flame letter in return. Remember this is considered shouting.

16. Be careful using abbreviations and emoticons. This may be OK to do in an informal email such as with a friend. However, in a formal letter people may not know that LOL means "laughing out loud" and could feel you are being silly.


	A1. Lecture and discuss with PowerPoint presentation: 

“12 – Employment Leadership”
A2. Have students list qualities of a good interviewer they’ve observed
A3: Handout: Sample Cover Letter
A4: Handout: Resume Checklist
A5: Handout: Example Resume
B1. This is an excellent opportunity to try the “Role Playing” teaching method
C1. Have student plan and carry out several interviews within the class, both as the interviewer and the interviewee. Ideas: obituaries, job plans, experts on hobbies, etc.

Also, encourage them to interview professionals in fields they are pursuing, teachers, advisors, etc.

D1. Handout: Writing a Thank You Note
D2.  Assignment: Students should write thank you notes.  Be sure in include a prompt such as, “Write a thank you note to the state FFA office staff for hosting the State CDEs”

D4: Handout: Email Etiquette 

D4: Assignment: Students should submit their thank you notes (D2) via email with an included note utilizing proper email etiquette



Review & Evaluation

Objectives will be reviewed before examinations.  Exams will be developed based on objectives as taught in class.  

Instructional Support


A. References



Graves, R. A. (2005). Communicating in the agricultural industry. Cliffton Park, 

NY: Delmar Learning

Rutherford, T. A., & Hartenstein, S. (2002). Guidebook: Agricultural 

communications in the classroom. Kansas State University: National FFA 

Organization. Retrieved November 12, 2007 from Future Farmers of 

America: http://www.ffa.org/documents/cde_agcomm_resources.pdf

B. Teaching Aids and Equipment

· Computer

· Overhead projector

· Board with chalk/marker

· Handout: Sample Cover Letter
· Handout: Resume Checklist
· Handout: Example Resume
· Handout: Writing a Thank You Note
· Handout: Email Etiquette
C. Facilities

· Room __________
Sample Cover Letter 
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456 College Hall
Logan, UT 67890

February 16, 20XX

Ms. Jane Doe
Partner-In-Charge
Big Public Accounting, Inc.
123 N. Michigan Ave.
Provo, UT 12345

Ms. Doe:

I was referred to you by Mr. Dave Zbecki, a Partner with your Utah office, who informed me that the Salt Lake office of Big Public Accounting is actively seeking to hire quality individuals for your Auditor Development Program.

I have more than two years of accounting experience, including interning as an Auditor last year with the Utah office of Ernst & Young. I will be receiving my BBA this May from Utah State University, graduating Magna Cum Laude. I am confident that my combination of practical work experience and solid educational experience has prepared me for making an immediate contribution to Big Public Accounting. Having interned with a leading firm in the public accounting field, I understand the level of professionalism and communication required for long-term success in the field. My background and professional approach to business will provide your office with a highly productive Auditor upon completion of your Development Program.

I will be in the Salt Lake City area the week of March 16. Please call me at 217-222-3456 to arrange a convenient time when we may meet to further discuss my background in relation to your needs. If I have not heard from you by March 9, I will contact your office to inquire as to a potential meeting date and time. I look forward to meeting you then.

Sincerely,

Tracy Q. Graduate

Tracy Q. Graduate

Resume Checklist 
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Use this checklist to ensure that your resume is complete:

· One page only, unless you have significant previous experience

· Word processor generated, with full spell check (automated and manual) and proofing

· Times Roman or other Serif font, 10 point to 12 point size (12 point is best)

· No more than two fonts or two sizes

· Margins no less than 1" and no more than 1.5"

· Quality bond paper, 8½ " x 11"

· Contact information clearly stated; campus and permanent addresses both listed if appropriate

· Clear, focused objective

· Summary of your top three or four accomplishments, skills or competencies listed as bullet points

· Degree listed first, college/university second

· GPA listed if over 3.0

· Major GPA listed if over 3.0 and your overall GPA is under 3.0

· Graduation date listed, even if you have not yet graduated

· Experience section listing notable accomplishments

· Descriptive (not actual) job titles

· Industry buzzwords and keywords included

· Activities section listing your most notable extracurricular activities

· No personal data or potentially discriminatory data

· Spell-check and grammar-check your resume—twice; then have at least two other people do it for you again.

Tracy Q. Graduate

 
	Campus:
456 College Hall

Logan, UT 67890

111-222-3333

Tracy.Graduate@utahstate.edu
	Permanent:
123 Main Street

Anytown, UT 12345

777-888-9999

TracyQ@agmail.com


 
Objective:            Auditor position in the public accounting field in the Logan area.
 
Summary:           •   More than two years of progressive accounting and auditing experience.
                          •   Auditor internship with Ernst & Young in Salt Lake City.
                          •   Magna Cum Laude graduate with BBA in Accounting.
                          •   Proficient with MS Office, Quicken, Peachtree and the Internet.
 
Education:          Bachelor of Business Administration in Accounting, May 20XX
                          Utah State University, Logan, Utah
                          Graduated Magna Cum Laude with a GPA of 3.6 on a 4.0 scale
 
                          Courses taken included:
                          Managerial Accounting                      Corporate Audit
                          Intermediate Accounting I & II           Financial Management
                          Sarbanes Oxley Requirements            Internal Audit
                          Accounting for Not-For-Profits          Managerial Economics
 
Experience:         Auditor Internship, May 20XX to August 20XX
                          Ernst & Young, Provo, UT
                          •   Participated in the annual audit of Zephyr Megalithic Holdings, including development of the final certification report.
                          •   Participated in quarterly audit of Alpha Bank Corporation, including identification and correction of over twenty major accounting errors.
                          •   Developed several Excel spreadsheet macros currently in use for reducing entry time and automatically cross-referencing for errors.

                          •   Received Employee of the Month award twice—first intern ever to win the award.
 
                          Accounts Payable/Bookkeeping Clerk, May 20XX to Present
                          Anytown Tax and Bookkeeping Service, Anytown, New York
                          •   Assisted (via remote) with payroll, tax, and account processing.
                          •   Developed automated monthly sales tax payment system.
                          •   Implemented Rapid Tax Refund service for individual customers.
 
Activities:            •   Vice President, Student Accountancy Chapter, 20XX-20XX
                          •   Treasurer, Phi Beta Kappa honors society, 20XX-20XX
                          •   Residence Hall Assistant, 20XX-20XX
Writing a Thank You Note
Source: wikiHow.com

Writing a thank you note can be a great way to express gratitude for receiving a gift (material or otherwise). Consider following these steps when writing your note or letter, to help make your thank you more expressive and heart-felt.

1. Buy special stationery, such as nice paper or blank cards. The stationery doesn't have to be expensive, since receiving a gift is special. And so is thanking your gift-giver.

2. Decide whether you would prefer to type your letter or hand-write it . Handwriting has a more personal touch, while a printed thank-you note has a more professional feel.

3. Convey your intent from the beginning. Do not write "To whom it may concern" or something else impersonal. Use the same form of address that you would if you were speaking to the person, for instance "Dear Bob," for a friend or "Dear Ms. Cathcart," if the giver is your manager or boss.

4. Start your letter out by thanking the person for the item or service he or she provided. An easy way to segue into the thank you is starting out "I would like to thank you for ..."

5. Explain how you plan to use the gift, or explain how the gift or service has already been used. For monetary gifts, it is good to let your gift-giver know how you will spend (or have already spent) the money. If it was a service that your gift-giver rendered you, don't forget to explain how much you appreciated the help.

6. Acknowledge a person's efforts if the gift was given as part of an event. If the gift was given during an event or gathering, express happiness that the person attended or regret that person couldn't make it. Try "I'm glad you were able to make it to [...] It was wonderful to see you" or "I'm sorry you couldn't make it to [...]" If there was no event, skip this step and the next one.

7. Convey your feelings on the event. "I had a wonderful bridal shower..." It also helps to mention a personal feeling such as "I was just so happy with the party favors", especially if the person was involved with the set up.

8. Finish your note by mentioning that you want to see or talk to the person again soon. For close relatives and friends, you can also tell them how much you miss that person's company and express regret that his or her visit was short.

9. Sign your thank you note personally and with heart. Do not use "Sincerely" or "Cordially" as these are more for business. Try "Love", "Yours truly", or "Take care".
Tips for thank you notes
· Using stationery is always a nice touch. If you are thanking someone for a gift given at an event, try stationery that matching colors and styles of the event.

· Send a thank-you note as soon as possible so the recipient does not feel that you have forgotten her or him.

· If you have several thank-you letters to write, consider buying a box of gift cards.

· Thanks should be expressed for material and immaterial things. Someone who helped set up or clean up should be thanked just as much as the person who threw the party.

· Include a return address.

· If the letter is to a good friend, you can include an inside joke or a bit of news for a more personal touch.

· If you are sending several thank you notes, be careful not to say exactly the same thing in each one. Make each note personal. It will mean more that way.

· A thank-you note need not be long, just genuine. If blank space on the page bugs you, use a small note card rather than a larger sheet of paper.

· The word "generous" is always a bad word to use. People easily see through it if you don't mean it. If you actually do like the gift, use describe it by saying things like, "it's a hoot!"

Warnings

· Do not send thank-you notes via e-mail.

· Send your thank-you note via postal mail always, even if you see the person every day or week.

· Should you decide to go the handwritten route, don't use a pencil to write the address or note itself. The address can smear and then your letter won't arrive and also the note could smudge and look dirty, taking away from the nice feeling you have tried to create.

· Make sure your writing is legible.

· Never write a snide or sarcastic thank-you note. It is better to say nothing than to prove that you cannot be grateful for someone's time and effort.

Materials
· Paper (stationery preferred)

· Pen

· Envelope

· Postage stamp
Email Etiquette

Source: wikiHow.com
Just about everyone knows how to write a “formal” letter, and people generally take great care to make sure their snail mail letters are just right. Emails, however, are another matter entirely. Opening up your inbox is full of bad grammar, bad spelling, and bad taste. 

Steps
1. Make the subject line useful. The subject line should provide a useful summary of the email's content. A good subject can prevent your email from being deleted before it's even read. Remember, the subject is the first thing your recipient will see. Keep it concise, and avoid using generic subjects such as "Hi," "What's up," or the recipient's name, as these may be blocked by anti-spam filters.

2. Get out of the habit of prioritizing your messages. There is nothing more irritating and presumptuous than assuming your e-mail request is higher in the queue than anybody else's, especially in a work context. 

3. Greet your recipient. Letters, of course, generally begin with the salutation "Dear (recipient's name)," but emails are generally less formal, and "Hi" or "Hello" will usually suffice. 

4. Keep your email concise, conversational, and focused. It's harder to read letters on a computer screen than on a sheet of paper, so it's nice to keep emails short and to the point. Sentences should be kept short, about 8-12 words. Leave a space between paragraphs.

5. Use proper grammar and spelling. An email reflects on its author, and an email with spelling or grammar errors reflects badly. Use Standard English (or whatever language you're writing in), and proofread and spell-check emails as you would any written communication. An error-free email makes a good impression and is easier for the recipient to read.

6. Avoid fancy formatting. Changing fonts and colors, inserting bulleted lists, or using HTML can make an email look bizarre or render it unreadable for the recipient, even if the formatting looks fine on your computer. Keep it simple.

7. Schedule Reply to emails. People expect a quick response to emails, and it's polite to try to meet these expectations. It also chews up an enormous amount of your time to respond to emails instantaneously. Some say that you should schedule times to read and respond to emails to be more productive. Also, teach your colleagues, through an email signature or response, that urgent items should be done by telephone and that you will get back to the person within a specified time frame.

8. Think twice before replying to just say thank you. Some people don't want an e-mail that says "thanks". This takes additional energy to open the e-mail and read it just to read what you already know. 

9. Edit long emails when replying to them. Generally your reply to an email will include the original email, as well. If the original email is short, you can just reply to it as is, but if it's longer, you should delete irrelevant parts (especially headers and signatures) and organize your reply so that you quote parts of the original email and place your responses to each part directly below that part. 

10. Conversely, be sure to include info that you are responding to. Many people and companies write and respond to hundreds of emails every day. Avoid sending an email that says only 'Yes,' for example. Include the question that the recipient asked so they know what you are responding to.

11. Close your email on a cordial note. Closing with a statement such as "Best wishes," "Good luck," or "Thanks in advance for your help," can soften even a harsh email and can elicit a more favorable reply.

12. Sign your name. Yes, the recipient knows whom the email is from, but it's polite and personal to sign your name at the end. You can just type your name at the end of each email, or you can use your email application to create a default signature with your name, title, and contact information.

13. Limit attachments. Don't add an attachment unless it's necessary, and keep attachments as small as possible. Most email applications can send and receive attachments up to 1 MB, but anything over that can be a hassle for you or the recipient, and even smaller files can take a long time to open if the recipient's email connection is slow. 

14. Think before you send. Don't send e-mails when you are emotional. Feel free to write the subject and text of the e-mail, then save it. You might change your mind and be better off for it. Better yet, pick up the phone or even go to see the person face-to-face. It is hard enough to judge the tone of an e-mail, even with the prevalent use of emoticons. 

15. Do Not use ALL CAPS. Not only is this an unnecessary practice but it can highly annoy your recipient and could even get you a flame letter in return. Remember this is considered shouting.

16. Be careful using abbreviations and emoticons. This may be OK to do in an informal email such as with a friend. However, in a formal letter people may not know that LOL means "laughing out loud" and could feel you are being silly.

Email Tips

· Leave a space between paragraphs to make your email easier to read. 

· Emoticons or faces made by combining characters, such as ;-) can be used in informal emails to better express the emotions you are trying to communicate, but these should be avoided in professional communications.

· When replying to an email, you can save everybody some time by anticipating any questions or concerns your reply may elicit. Address these in your reply before somebody has to send a new email to ask about them.

· If your email is on a very important or sensitive subject where you are choosing your words carefully, don't add the address(es) of the recipient(s) until the email is ready to send. This ensures that if you accidentally hit 'send' it won't go anywhere.

· Always answer questions that are asked. Add whatever else you want but answer questions directly and simply.
Warnings

· While abbreviations and non-standard spellings are acceptable for some informal emails, use these with caution, as not everybody will understand them.

· Avoid using all caps or superfluous punctuation, especially in work-related emails. Emails written with "caps lock" on appear unprofessional, and their big letters make it look like you're screaming at the email's recipient.

· Attachments can be used to carry computer viruses, so avoid opening attachments from an unfamiliar sender. Keep in mind that many people or businesses will not open attachments from someone they don't know, and some email accounts are set up to automatically send emails with attachments to the spam folder, so if you're applying for a job, for example, make sure you follow the recipient's instructions regarding attachments. If no instructions are given, send another email to let the recipient know you'll be sending an email with an attachment.

· Don't forward chain emails unless you want to earn the ire of your recipients. These emails clog inboxes and waste bandwidth, and many people don't appreciate them.

· Do not expect that the contents of your email will be kept private. Be careful what you say or it may come back to bite you.

· Don't reply to spam, and don't open messages you know to be spam. Some spam emails say you can reply or click on a link to be removed from their mailing list, but this is really a way to see if your email account is active.

Name: ________________________________


Date: ___________________
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Employment Leadership

Quiz

Multiple Choice. Circle the correct answer.

1. Which type of question is used to prompt short, specific answers?

A. Close-ended questions

B. Impromptu questions 

C. Open-ended questions

D. Opening questions

2. Which is NOT a recommendation for note taking?

A. Save notes

B. Use keywords

C. Use shorthand

D. Utilize the silent treatment

3. Which is important to following up an interview?

A. Be prepared

B. Check your facts

C. Dress appropriately

D. Give praise

4. Which is part of planning an interview?

A. Ask relevant questions

B. Background research

C. Introductions

D. Listen

5. Which is part of conducting an interview?

A. Additional sources

B. Background research

C. Inquire about pros and cons

D. Prepare an opening question

Agricultural Communication and Leadership

Employment Leadership

Key

Multiple Choice

1. A

2. D

3. B

4. B

5. C
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