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Introduction

•When you compose a message, you must know who you are sending it to, what the
subject line will be, and, of course, what you will write in the actual message. If you
are a new graduate or you are in search for a better career, you should know how
to write a good job application letter/resume/CV. It is as follows :-

•Make your individualistic

•Catch the readers’ attention

•Highlight your educational / professional qualification

•Carefully read and understand the job opening: The job opening is the ad posted
online or in print. If you cannot cut out or print the ad, make sure to write down
the important information in the ad such as the job description and qualifications.
Some companies also include their company background in the job posting to give
their applicants an idea about the nature of the company. It is also important to do
your own background research about the company and also about the job position



Resume
• A resume is a format document, short and concise summary (overview of candidate

professional qualifications) of work experience and education. During recruitment,
employers or recruiters compare tens, hundreds, and sometimes even thousands of
resumes with each other. All this to find the best candidates.

• The word resume actually originates from French, and means “Summary.” A resume is a
selective record of an individual’s background. It is basically a professional employment
seeking ‘that presents a summary of an individual’s education, professional training,
experience, skills, abilities, achievements and references.

• Usually paired with a cover letter, a resume helps you demonstrate candidate abilities
and convince employers they qualified and hireable.



Resume Must Include
• Personal details

• Career objective

• Education

• Work experience

• Additional information

• References

Job portals

• https://www.key2ir.com/Home

• https://www.timechamp.io/blogs/best-job-portals-in-india/

• https://factohr.com/job-portals-in-india/

• Placement India

• Simplyhired

• Snaphunt

• Apna

• Quikr

Naukri.com.
Monster India (foundit.in) 
LinkedIn
TimesJobs 
Indeed 
Glassdoor 
Freshersworld 
Shine

https://www.key2ir.com/Home
https://www.timechamp.io/blogs/best-job-portals-in-india/
https://factohr.com/job-portals-in-india/










Steps to prepare Resume
•STEP 1. Choose the right resume format for you

•There are three types of resumes. Depending on your professional experience and the industry you are
applying to, one of them will be the best for you. Are you applying for multiple positions in various
companies or industries? You can consider more than one resume format.

Chronological (or Reverse-chronological) Format

•A traditional format that shows your education and experience according to the order (chronological or reverse) in
which they occurred. We recommend such a resume when applying to more conservative, conservative companies
and industries

Functional Format

•A characteristic feature of this type of resume is listing your experience, not by time and skill. Use it if you are
changing your career direction or do not have professional experience in the industry you are applying for. By
demonstrating your skills, you will emphasize that you will find yourself in this position. Your work experience will
then not be a problem.

Combination Format

•As the name suggests, it's a combination of selected, best aspects of a chronological and functional resume. It is
not easy to create such a format, but its proper use can give excellent results. We recommend it for applications
for a position that requires documenting experience in many areas. If you choose this format, be careful that your
document does not become too long.



STEP 2. Create a header

• You should include the essential information in the header. What exactly should 
be in it:

• Full name

• Phone number

• email address

Remember: Do not enter the address. It is redundant (repetition or overlapping).
In the end, you will most likely send your CV to the email address provided in the 
recruitment advertisement.

• STEP 3. Write a summary

• A few sentences summarize your professional experience and skills attractive to 
the employer. Keep it precise and specific.

Remember: The summary can help you explain why you're applying for a role that 
is a departure from your current career path.



• STEP 4. List your experiences or skills

• “Skills" section is the place in your résumé where you should show your 
individual, unique strengths. So start by naming each skill specifically.

• STEP 5. List your education

• Make a list of the educational institutions you attended. Start with the most
recent. If you are starting your professional career or have not graduated from
university, provide information about the completed High School.

• Add any other educational experiences, such as training programs, community
college or summer courses, seminars, and so on.

• STEP 6. Don't forget to list your activities and awards!

• Activities: List both professional and additional activities in which you actively
participated or organized. Describe what your roles were in each of them.
Emphasize the importance of your work.

• Here you can note things like memberships or leadership positions in clubs,
associations, foundations, and organizations of all kinds - including sports teams,
volunteering, etc. If you had an interesting job unrelated to your work field.



• Awards: List Any Awards You've Won And When You Won Them.

• If you have won prizes in exciting competitions or have been appreciated
similarly, inform your employer about it. Haven't received any significant awards?
Don't worry. It's not a big deal. Just skip this section.

• STEP 7. Tell about yourself and list your personal interests

• Describe your interests in such a way as to show that you are a versatile person
that people would like to meet and work with.

• Don't lie about your interests! Employers love to use this section at the start of
an interview - as the icebreaker. If it then turns out that you don't know anything
about your "interests," you won't get a job. Nobody wants to hire liars.

• Don't mention the trivialities (lack of seriousness) you like to do. Activities such
as sleeping, watching TV, or playing computer games are better not included in
your resume. Instead, write about your developing hobbies that you are
passionate about.

• Many people skip this stage of their CV. It's a mistake! After all, it's a
straightforward way to stand out from other candidates and present yourself as
an interesting person. However, if your résumé is already too long, you can skip
it.



Sample Resume















Writing covering letters
• You should always include a cover letter when you apply for a job using a CV.

• When writing a cover letter, let the employer know you’re keen by showing that you’ve researched 
the company.

When writing your cover letter, remember to:
• a cover letter should fit on one-page A4.
• write a new one for every job you apply for and make sure it’s tailored to the company and the specific role
• use the same font, size and colour in a cover letter you used to create a CV or a Resume.
• The headline should contain your name and contact details as well as the date of the letter's preparation.
• Enter the address of the company you want to work in. It can be: company name, name and surname of recruiter 

or employer.
• make sure the company name and recruiter’s details are correct
• use the courtesy phrases at the beginning and end of a cover letter (examples): "Dear Sir", "Dear Mr.", "Dear 

Ms.", "Sincerely".
• use the right language and tone: keep it professional and match the keywords used by the employer in their job 

advertisement
• show you’ve done your research into the job and the company
• highlight your most relevant skills and experience to stand out from other applicants
• double check spelling and grammar before you send it
• keep a copy of your cover letter as they may ask you about it in an interview
• Put signature on a cover letter.



•Content of a cover letter
• Check if you meet the requirements for the profession you apply for.
• Customize a cover letter for this particular job offer. Do not send a universal application to all 

places job offers.
• Create unique content. Do not copy information from a Curriculum vitae.
• Beware of popular phrases that mean nothing.
• Use numbers and dates.
• When describing your work experience, write what you were doing in the previous profession.
• Focus on the most important achievements, skills and describe them.
• Choose the advantages that will impress your employer.





Preparing for a Job Interview



•Tip #1. Research and learn about the company

•The first and most important step in preparing for an interview is to research
about the company you are interviewing with. You should be aware of what
they do and how they operate, in which sector they work, learn about their
products and business model, and determine if the company is a good fit for
you.

•Tip #2. Review the job description

•You should check the job description details to get a clear idea of what the job
is about and what skills are required for the open position to which you have
applied. Make sure you have most of the skills on your resume that are
mentioned in the job description.

•Tip #3. Try mock interviews

•As we all know practice makes us perfect, so it is critical to practice for your
interview. Many people are afraid of facing the interview and providing
appropriate answers. To overcome this fear, conduct a few mock interviews
with a friend or family member.



•Tip #4. Prepare to answer the most commonly asked question

•The following are some of the most common questions asked by the 
interviewer.

•Tell me about yourself?

•What are your strengths?

•What are your weaknesses?

•Where do you see yourself in 5 years?

•Why should we hire you?

•Why are you looking for a job change?

•What makes you want to work for us?

•What is your biggest achievement so far?

•What is the reason for the gap in your resume?

•What are your salary expectations?



•Tip #5. Prepare for the question you can ask the interviewer

•At the end of most interviews, you will be asked if you have any
questions, and it’s important to ask questions as it will show that you
are interested in the position and the company.

Here are a few queries you can put to the interviewer:

•What’s your favourite part about working here?

•Can you please tell me about some projects I’d be working on?

•What are the most significant difficulties that 
position would face?

•Who will I report to directly?

•What will be the next step in the interview process?

someone in this



•Tip #6. Dress appropriately

•A good thumb rule is to dress one step up. So if everyone else is wearing
jeans and T-shirts, go for formal pants with a formal shirt, and if everyone
else is wearing pants and a shirt, go for business casual, but avoid wearing
anything too revealing, controversial, or distracting. The interviewer will be
more concerned with your qualifications than with your attire. Remember to
iron your clothes and avoid using too much perfume. Polish your shoes
before leaving home. Trim your fingernails, and you are good to go.

•Tip #7. Do some salary research and be prepared to discuss salary

•During the interview, you might be asked about your salary expectation, so
you have to be prepared to answer this question to keep yourself from
getting caught off guard and agreeing on a way-to-low number. So do a bit
of salary research and always check the structure according to the
experience in the market and try to avoid giving a specific number, you can
say like ” I’m open to negotiating on salary” or “I’m open to discussing”.



•Tip #8. Arrive early

•Try to arrive 15-20 min early for a job interview, as it will make a
positive first impression on your interviewer, but do not arrive too
early! This can make the interviewer feel uncomfortable. Arriving
early can give you plenty of time to get settled, and also, this will give
you time to do the paperwork. So plan your travel accordingly
keeping traffic, parking, etc., in mind and if there are any unknowable
external circumstances on the day of the interview, like traffic or any
other, try to notify the recruiter so that he can make the
arrangements accordingly.



• Tip #9. Smile and make eye contact

• Try to smile and make eye contact during the interview as it connects you to the
interviewer, and also you will look more confident, engaged, and interested in
the position. Do not look around while the interviewer is talking, as it will show
that you are nervous. In a survey, it was found that 60% of recruiters said they
would reject candidates who didn’t make eye contact while 40% said lack of
smile was a good enough reason not to hire someone.

• Tip #10. Don’t lie in a job interview

• Honesty is the best policy, so you should be honest while answering any question
asked during the interview. If you are caught lying about something, it can
destroy even the best first impression because many times employers check up
on you after the interview by conducting background verification. They might
possibly contact your previous employer and references, and you definitely do
not want to be caught lying about your skills and previous work history, so be
honest and explain career gaps if any.



DIFFERENCE BETWEEN INQUIRY AND ENQUIRY



Inquiry Emails

The purposes of the email are to: begin a dialogue with your client

•establish client/consultant rapport

•schedule an interview to gather data in order to craft a deliverable

The email of inquiry is your first “official” contact with your client, and you should 
carefully compose the message.

Body of Email : Your email should include, but is not limited to, the following:
•Tell the client a little bit about yourselves.
•Explain that you will be working with the client on the client deliverable project and 
offer your thanks for his/her participation.
•Briefly outline the client project and highlight major due dates.
•Emphasize the mutual benefits of participation in the project
•Do not forget to state that you will be following up the email with a phone call or other 
communication to schedule/confirm the interview time, date, and location.
•Do not use "Mrs." as a title for a woman. "Ms." is the professional title as it shouldn't
matter whether a woman is married or not. Do not address a client by their first name
unless they tell you to.



Inquiry Emails

E-mail of enquiry should inform the recipient that the sender wants to 
enquire about something or has a request. It could be:
-an enquiry about a product
-A request for a brochure or a price list
-Question related to product components

















Note: Netiquette is a made-up word from the words net and etiquette. Netiquette thus describes the 
rules of conduct for respectful and appropriate communication on the internet. Netiquette is often 
referred to as etiquette for the internet.

















Practicing Business Etiquette

1. When in doubt, introduce others.

•Always introduce people to others whenever the opportunity arises,
unless you know that they’re already acquainted (having fair
knowledge). It makes people feel valued, regardless of their status or
position.

2. A handshake is still the professional standard.

•Not only does this simple gesture demonstrate that you’re polite,
confident, and approachable, it also sets the tone for any potential
future professional relationship. In a very casual work atmosphere, you
might be able to get away with a nod or a hello, but it’s worth it to
make the extra effort to offer your hand.



3. Always say “Please” and “Thank you.”

•This should go without saying, but even in a very casual professional atmosphere, 
this basic form of courtesy is still imperative. Today, sending a thank you email is 
perfectly acceptable, but a handwritten thank you note is always a nice touch.

4. Don’t interrupt.

•We’ve become a nation of “over-talkers,” so eager to offer our own opinions or 
press our point that we often interrupt others mid-sentence. It can be
tongue-bitingly difficult to force ourselves not to interject, especially when the 
discussion is heated. Don’t. It’s rude and shows disrespect for the opinions of 
others. Remember, be assertive, not aggressive.

5. Watch your language.

•Verbal and written communications are often much less formal than in times past, 
but be careful to choose your words wisely. Of course, derogatory, rude, or 
offensive language is unacceptable, but so is slang. While it may be commonplace 
in our society, it’s never acceptable in a professional atmosphere.



• 6. Double check before you hit send.

• While we’re on the subject of communication, always check your emails for
spelling and grammar errors. Since the advent of spell check, there is no excuse
for typos. Also, do a quick read to make sure the meaning and tone are what you
wish to convey.

• 7. Don’t walk into someone’s office unannounced.

• It’s disrespectful to assume that you have the right to interrupt other people’s
work. Knock on the door or say hello if it’s open and ask if it’s a good time to talk.
If the discussion is going to take more than a few minutes, it’s a good idea to call
or email and schedule a good time for both of you.

• 8. Don’t gossip.

• It’s so hard sometimes to resist engaging in a little “harmless” gossip, but the
reality is that gossip is never harmless. It is most certainly damaging to the
subject of the gossip, but it also reflects poorly on you. It’s natural to be curious
and interested in what other people are doing, but talking about someone who is
not present is disrespectful.



9. Don’t eavesdrop.

•Everyone is entitled to private conversations, in person or over the phone. The same goes for email;
don’t stand over someone’s shoulder and read their emails.

10. Acknowledge others.

•When someone approaches you, acknowledge him or her. If you’re in the middle of something
important, it’s fine to ask them to wait a minute while you finish. If you pass someone in the hallway
or on the street, but don’t have time to talk, at least wave a hand and say hello. Busyness is not an
excuse to ignore people.

11. Avoid the “Big Two.”

•We have blurred many of the personal and professional lines, but politics and religion are still
off-limits. These topics are highly charged minefields for a professional atmosphere. Leave them at the
office door.

12. For better business etiquette, be on time.

•We’re all busy. Being punctual shows others that you value their time. Being late doesn’t mean that
you’re busier than other people; it just means that you’re inconsiderate.

13. No phone during meetings.

•When you’re in a meeting, be present. Don’t take calls, text or check email. It’s disrespectful to the
other attendees, not to mention extremely annoying. It also makes meetings last longer because the
participants keep losing focus.



Technological Advancement and Business Communication:
Teleconference, Virtual meetings, Business Blogs and Vlogs,
Using social
relationships,

media to build network 
posting comments in social

and 
media,

business 
Tweets,

Facebook, LinkedIn, Job Portal.



Teleconference
•Teleconferencing is rapidly 

businesses to communicate.
becoming the primary route for

•Teleconference calls are online meetings that link people at different
locations, generally via an audio or video call. It’s a simple way for
teams to communicate when they’re working remotely or located in
different geographical areas. Teleconferences used to be held using
traditional phone lines, with audio the typical mode of
communication.

•Fast forward to today and teleconferences have evolved to include
features including VoIP (voice over internet protocol) and video.
Landline teleconferences haven’t disappeared, but more and more
businesses have started to realise the many benefits of running
meetings using software hosted in the cloud.



• There are various types of teleconferencing services, they can generally be divided into
two categories: audio-only, or video-supported. Both have their own advantages and
disadvantages.

1. A video conference

• Video conferences require a higher bandwidth to audio calls. During a video conference,
participants have a live video image feed of the other participants so it feels more like a
real, face to face meeting than a traditional phone call. Video calls also often offer access
to extra collaboration tools, such as screen sharing, which saves time compared to
sending files.

• Video conferencing is generally the top choice for meetings that use visual aids like
presentations or seminars.

• Most video conferencing software allows you to host meetings for a hundred-plus
participants, so it’s a solution that’s suitable for larger teams





•2. An audio conference

•Audio teleconferences are also known as conference calls or
‘voice-only’ calls. They’re the same as normal telephone calls, but
multiple participants can dial into them simultaneously. There’s a
limit to how many people can join a meeting, but the majority of VoIP
conferencing services can support hundreds of people on a call at one
time.

•Audio conferences can be held without an internet connection,
making this an attractive option for companies that still rely on
landline phone connectivity. Participants can join from any device
that supports telephony, meaning they can dial in from a landline,
mobile phone, or other device. This provides a flexibility that’s ideal
for teams that are permanently out and about.





For audio conferencing

•In general, a host sends email invitations with codes and links included.
When working with analog or IP phones, these have to be input
manually. If you’re using a PC or mobile all you have to do is click on
the codes to get sent directly to the meeting. You will need to enter
three access numbers:

•A dial-in number: This is the telephone number you need to dial on
your phone.

•An access code: This unique seven digit code is another requirement to
join a session.

•A PIN code: These codes are usually entered by a host in order to
access moderator tools.



Advantages and disadvantages of Teleconferencing

• Pros of teleconferencing

Cost-effectiveness

• Teleconferences can save companies significantly on travel and transport costs, since virtual
meetings can be held from wherever is most convenient. Increased use of teleconferencing will
also lead to cost savings in other areas such as office rental, electricity, water - and even food -
since online events needn’t be catered for.

Time-saving

• Conferences don’t have to be scheduled weeks in advance and don’t involve the same level of 
preparation as face-to-face meetings. A simple email invite is all that’s required with a dial-in at 
an agreed time.

Easy collaboration

• Online and video teleconferences come with a range of collaboration tools. You can, for instance, 
file share and file transfer in real time, making it easy for teams to stay on the same page, no 
matter where they are.



Makes meeting review easy

•The ability to record sessions with video or call recording features means everyone can
review the conference without having to take physical notes.

Flexible and mobile-friendly

•Teleconferencing online can be done via multiple devices such as smartphones, tablets, or
desktops, from anywhere and at any time.

Disadvantages of teleconferences

1. Possible technical issues

•Technical issues can be a problem, and have been experienced by many who have attended
teleconferences. However, these problems are usually minor, and, provided the equipment
used is high quality and the internet connection stable, they are usually quickly resolved.

2. Difficult to monitor

•It can be tricky to keep count of attendance at virtual conferences - as well as keep
attendees attentive. To avoid this, it may help to introduce a roll call at the beginning of a
conference and if the conference is a video call, ask participants to keep their cameras on.
That way, it’s easy to see who’s paying attention and who isn't.



3. Impersonal

•Teleconferences can seem impersonal. When participants can’t see or
hear everyone in the same way as at a physical meeting, they can feel a
little disconnected. Meetings can still be successful, however, as long
as they are structured correctly and ideas are effectively
communicated. Video teleconferences are preferable to audio because
attendees can see and use visual cues and body language in a meeting.



Virtual Meeting (Zoom, Skype, Google Meetings, Webex, MS office Teams)

• A virtual meeting is a form of communication that enables people in different physical locations
to use their mobile or internet connected devices to meet in the same virtual room. People use
virtual meetings in many ways, including for connecting with family and friends, tele therapy, and
collaborating with their distributed workforce.

• Virtual meetings can be held with anyone, anywhere.

• Once believed to be a temporary situation, working from home, virtual meetings, and virtual
learning, has become a long term solution.





Virtual meetings can be impactful teamwork drivers. If you use the right video conferencing
solution, you can use many of its features to enable the best practices above and set the tone for
positive and successful interactions.

Best practices of Virtual Meetings

1. Start and End Times Are Set

2. Use Video Conferencing

3. Choose the Right Technology and Test It

4. Create an Agenda

5. Acknowledge Everybody

6. Wait for One Person to Finish Speaking

7. Watch the Mute Button

8. Every Meeting Needs a Facilitator: Virtual discussions are hard to manage, which is why every
virtual meeting needs one individual who ensures the rules, can guide the conversation, makes sure
that the agenda is being followed, and helps everyone focus. The job of the facilitator is also to
guarantee that everyone is heard.

9. Summarise the Meeting



•Cons of virtual Meetings

•workers struggle to find the important work/life balance that 
supports mental health, and that most have had disruptions and 
sleep patterns as a result.



Business Blogs and Vlogs
• A blog is short for weblog. It’s a website that mainly uses text as a medium to share information,

educate readers, and build brand awareness. Businesses have used blogs for marketing since the
launch of Blogger in 1999.

• A vlog is short for video blog. As the name suggests, it uses video to communicate your message.
Vlogs are generally used to share personal stories, interests, and skills. However, there are
millions of niche vlogs that focus on specific topics such as travel, fashion and beauty, fitness, and
health.



• A blog is not a static file, but rather a continuing mode of communication that is
updated frequently with new, related content. Blogs characteristically contain
dynamic links to additional online content and may also comprise interactive
components such as a comments section. Blogs are happening out primarily as text
documents, but today’s more sophisticated blogs often feature lively visuals and
videos.

Types of Blogs: There are many kinds of blogs and some of them are,

• Personal blog – which is owned by an individual

• Collaborative blog– which is owned by a group of people

• Corporate blog – which is for employers in an organization

A vlog gets its name from the ‘video blog’ and the ‘video log’. Vlogs are social media 
accounts owned by persons or groups of people, and the content medium is videos.

Blogs are characteristically hosted on WordPress, Squarespace, and comparable sites, 
but many bloggers turn to Facebook & Instagram. Vlogs are typically found
on YouTube, however, Facebook & Instagram allow for video content, although with 
some limits.



Difference Between Blog and Vlog
•Blogging needs very little investment.

•Blogging can be simple or time-consuming as you need it to be.

•Blogs are frequently monetized through advertising & affiliate 
marketing

•Vlogging requires more time and effort, particularly if you make daily 
vlog content.

•Vlogging needs more equipment, such as a camera, mike, and online 
video editor & editing software & some are not free.

•Vlogs are likely to be monetized through sponsorship or product 
placements.



Using social media to build network and business relationships

• Trust is the cornerstone of any successful business relationship. Social media provides a platform for
brands to showcase their authenticity, share their values, and build credibility among their audience.
Through regular, transparent communication, businesses can establish themselves as trustworthy
entities.

• Having a strong relationship with your target audience helps secure your brand as your customers’
go-to company when in need of your product or service.

• Social media has changed the way businesses and customers interact with each other, and it’s
important that social media is seen as an avenue for real-time communication and feedback.

• It’s important to build customer relationships because it:

• Reduces customer turnover and improves customer loyalty. As with any organization, the less
turnover the better. The same applies for customers: the longer you can retain your customers, the
better mutual outcome. They receive excellent customer service and products from your business and,
in turn, you receive their loyalty.

• Increases the customer lifetime value (CLV). This is a great social media KPI to capture. The longer a
customer remains loyal and purchases from your business, the greater the value this customer has in
their relationship with you.



• Note: Podcasts: It is a combination of the words iPod and broadcast. A radio
programme that is stored in a digital form that you can download from the
internet and play on a computer or on an MP3 player. It's just like TV / TV show
is made up of a whole series of episodes.

• Social networking refers to using internet-based social media sites to stay
connected with friends, family, colleagues, or customers. Social networking can
have a social purpose, a business purpose, or both through sites like Facebook, X
(formerly Twitter), Instagram, and Pinterest.



Use Social Media for Professional Networking

•Create a professional profile. Your social media profile is your online brand.

•Be active and engage with others.

•Showcase your expertise.

•Connect with industry influencers.

•Use hashtags.

•Stay professional.

•Don't be afraid to ask for help.

•LinkedIn is the most popular social networking sites when it comes to online
“business networking”. It is a platform that allows business people and
professionals all over the world, regardless of their industry, to connect with other
professionals.



•Network with social media

•Make direct one-on-one contact.

•Network with individuals at all working levels.

• Join groups or pages of interest.

•Ask for advice.

•Be helpful when you can.

•Reach out to people you don't know.

• Write your own content.

•Foster long-term relationships.







Posting comments in social media

• To leave a social media comment on someone else's post, all you have to do
is tap the comment bubble icon directly below the photo to be taken to the
comments page. After you type your comment, simply tap the Post button for it
to send.

Social media is all about engaging and interacting with your audience. This
means when your followers and customers leave social media comments on
your posts with enquiries, complaints or compliments.
Different types of comments: Positive comments or feedback, Neutral
comments, Negative comments



• 1. Facebook

• Facebook remains a thriving social network where audiences go to discover and engage
with content that resonates and to stay updated on the latest trends. It’s also where
people go to interact with a brand and in return expect brands to engage with them
authentically.



Facebook is social networking website similar to twitter, Linkedin etc. It can be 
used as application or web page.
• It allows people to communicate, share documents/photos/multimedia files, make friends and so 
on.
• Facebook messenger is an instant messaging service/application which can be downloaded and
installed on mobile and desktop devices. It allows text and video chat service for free.
• There are various features of facebook. News Feed has been recently added which highlights 
information such as profile changes, events, birthdays and so on.
• It allows to create specific groups in which like minded people can join and discuss or share their 
views or works.
• Facebook can also be used for marketing purpose by posting advertisements.



•Benefits Or Advantages Of Facebook
➨You can connect to the world and get all the information by just signing up on it.
➨You can find and invite your friends to connect.
➨You can share each and every moment of your personal life with all your contacts.
➨It provides an interface where you can chat with all the people you know.
➨Business promotion is one of the biggest advantages of facebook. You can advertise your 
business on fan pages and through Advertisements.
➨You can entertain yourself on Facebook as it provides games to play with friends and family 
members.
➨The best part of Facebook is that it is free of cost and that you don't need to pay for the 
services available to you. The exception is paid advertisement and paid promotion.
➨You can create one or many groups pertaining to particular topic and invite your contacts to be 
member of the same. This allows other facebook users to also join the group. This provides 
platform for the like minded people to discuss and share their views. The group members can
post queries and also provide answer to queries of the others.
➨It has messenger utility which can be installed on the mobile phones to have quick access 
compare to web page.



•Drawbacks Or Disadvantages Of Facebook

➨A person can get addicted to Facebook in no time.
➨Some people can create fake accounts which results into harassment and abuse.
➨Hackers are now using facebook who send scams which can retrieve all your personal data.
➨You can not hide your personal details as it is viewed by all the people even if he/she is not 
your relative.
➨Some people create groups in order to abuse people or personalities considering their religion 
or Caste.
➨Addiction lead to poor academic results.



• X (formerly known as Twitter)

• Customers love X for its real-time, bite-sized content format that allows for quick
and easy conversations. That’s one of the reasons why it’s so popular
for customer service. Customers voice their concerns with brands, share opinions
and engage in discussions freely, and before you know it, there’s a trending
hashtag.



Pros/Merits/ Advantages of ‘X’ (Twitter)

• It’s easy to stay up-to-date

• There are almost limits to self-expression

• You’ll find a community of like-minded people

• Customers give you real-time feedback

• It helps connect with your target audience

• It shows people’s perception towards your business

• Direct your followers to your website

Disadvantages

• Bad news spreads fast

• It requires constant monitoring

• It requires a significant commitment to get satisfactory results

• X Analytics doesn’t give you the whole picture



• LinkedIn

• Responding to social media comments on LinkedIn is different from other social
channels. Since it’s a platform geared toward professionals, you need to respond
in a friendly but formal manner. Acknowledge comments by liking them and
express your thoughts succinctly in your response.



• To comment on LinkedIn posts, click on the Comment option under the post and
type your message in the box that appears. To reply to someone else’s comment
on your post, open the post, click on the comments and tap on Reply to respond.









Job Portal
• A job portal is a website where people who need jobs can find jobs and companies looking

for job seekers can find the perfect employees. It serves as a medium where job seekers
can create profiles, upload resumes, and search for job openings across various industries
and locations.

• Use job portals for recruitment

• Most recruiters use job portals to simplify hiring process. Although few job portals have additional features, 
most of them have similar functions. The following are the steps to guide you in using job portals:

• Register your account in multiple sites.

• Create your first job posting.

• Frame an effective job description.

• Wait for the applications to arrive.

Job seekers upload their resumes that include their skills, experience, location etc.,
these later apply in the search option of recruiters who are looking for candidates
according to their needs.



Important Job Portals in India

1. Naukri. One of the oldest and the most popular job portals in India is Naukri. The
portal was launched in 1997 and is accessed by thousands of job seekers daily. The site
gets updated by daily job postings from recruiters.

2. Foundit, formerly known as Monster is another popular and one of the oldest Job
portals of India.

3. LinkedIn is a popular professional networking site and is not a typical job portal

4. Shine is a job portal managed by the popular newspaper brand – HT Media Limited.

5. TimesJobs This portal is managed by the Times Group

6 Indeed, is a US-based job portal that has now gone around the world, including India.

7. Glassdoor may appear to be a portal where reviews and ratings are given to an
organization by its current and ex-employees.

8. Freshersworld, as the name of this portal suggests, this site is for freshers and recent
grads who do not have much work experience and are just beginning to look out for the
job.



9. Upwork is a great place to look for part-time jobs and remote gigs.

10. JobsforHer is a popular job portal in India that caters to women job seekers 
looking for career opportunities across different sectors.

11. Cutshort ensures job seekers can find the best job search portal in India that 
matches their skills and qualifications.

12. Jobsora provides job seekers access to thousands of job openings from various 
industries.

13. QuikrJobs is one of the job portals allowing users to quickly discover jobs in 
their city or locality.

14. Hirist job portal in India is for tech geeks interested in Java, Python, Ruby, and
emerging technologies such as Blockchain, Augmented Reality, Virtual Reality, IoT,
and cryptocurrency. Hirist.tech: https://www.hirist.tech, 85% Unicorns Hire on
Hirist

15. Snaphunt is a job board that provides a hiring tool to help businesses hire
people worldwide.

https://www.hirist.tech/



