For Tertiary Institutions

Anthony E. Ogu | Obiajulu A. Emejulu
Richard C. Thejirika | Dan Chima Amadi




S
[

I A

f , I" rl

COMMUNICATION

For Tertiary Institutions

Anthony E. Ogu | Obiajulu A. Emejulu
Richard C. Thejirika | Dan Chima Amadi



Published i Mipena, 2016

SKILLMARK MEDIA LTD.

18 Kagha Street Owerr, Imo State, Migerii.

c-mai skillmarkmediacovahoo. com
ehsie: www skilirmar |x!‘."| Coia.com

[E;|. 050366900841, 08051090040

Copyright: Use of Englsh Language and Communication Unil
DGs, FUTO.

Al rights reserved. WNo part of this publication may be
reproduced, stored in a retrieval svstem. or transmitted in any
form or by any means, electronic, mechanicadl, photocopying,
and recording, without the prior written permission of membors
of the Use of Endlish Language and Communication Unit DGS,
FUTO and tho Publisher.

TREASURE BOOKS
SKILLMARK MEDIA LTD,

ISBN: 978-075-49154-3 3



DEDICATION
This work is dedicated to all our English teachers at all levels

of education, who lit the light in us that 1s now a source of

Hlumination to many.



NOTES ON CONTRIBUTORS

Professor Obiajulu A. Emejulu liolos BEA in Erghsh (Umversity of
Nigeria, Nsukkal, MA  in Language Aft: and  PhD in
Communicaticn and ! 1r*.c_]na_r_;u Arts [Unversity of Th-‘ldnl" He 15 a
professor in the Use of Tnglish Unit of the Diractarate of Cop aral
Studies, Federa! University of Technology, Owern

Dr. Richard C. Ihejirika has B4 £of oo Enghsh Ecucation
(University of [te, lle-Ife) MA. in English as o Second Language
(University of Nigeria, Nsukkal, and PAD Enghsh Language
(Univarsity of Uyol He is an Associate Professor i the Lse of
Erglish Ut

Dr. Dan Chima Amadi ook de qrees v English Literary
studies from Unwversity of los (BAL L mersily of Nigera ( MA
and Abra State University (PhD). He 15 3 Senjor Lecturer in the Use
of English Unit

Dr. Queen Ugochi Njemanze Vcids 24 [ Frgilish
Language  {University  of MNigesa, Nsukkal, MA. in English
Lanaguage (Imo State Un versityl, and PhD in Erglish Language
IMramd Arikiwe University), Ska is a Senicr Lecturer in the Use of
Frglish Unit

Dr. Anthany Ezechukwu Ogu has BA. in English and M A
irEnaglsh os a Second Lar Guage (Ln |1-z-=rklt-- of Nigeria, Nsukka)
and PhD e Englisn Language (Univers ity of Uyal He s a leciurer in
the Use of £ l._? |f'u Lirit

Dr. Chika QOpara hoids BA i Fr ghsh {University of Uyo),
MLA N General Phoretics and Phane ogy of English and Applied
Linguistics ilmo State U versityl, ard PhD i English nglmq:
Wniversity of Uyl She s a locturer in the Use of [r h,.| 1Lt

Ms. Ngozi C. Anigbogu hiolds 8.4 i English {Liriversity of
Maidug'd, MA. in Enaglish as-a Second Lwrt*mc-"' Mniversity of
Migena, Noukka), and s current! Y RUrsuing a doctorate degree in



English Language ot the Imo State University. She s a lecturer in
the Lse of English Urit.

Dr. Uchenna David Uwakwe nas BA i Fnglish Literary
Spudies and MAL N African Literatire iUnwversity of Port Harcourt)
and PRD i Enghsti Literary Studies iMnamdi Azikiwe University
Ak He is a lecturer in the Use of Trglish Wnit

Dr. Appolonia Ifeyinwa Amadi Fas NCE in
Enclish/felig ous Studies ilnslitite of Foducation, ABU, Zavia. BA
rd in English  (University o Migena,  Msukkal, RALa N
Psychology/Guidance  and Caurselling  (University o Porl
Harcourt), MA in English (Imo State University) and: PhD
Cducation Adminstration and Suparvision (Eaug. State University
af Seienice and Technelogy) Sheis a lecturer in the Use of tnglish
Linit,

Dr. Kenneth U. Chukwu has BA i English (University ot
Calabar) MA in English (Ima State Universityl and Phi¥in English
Language (Nnamd, Azikive University, Awka) He 15 a lecturer in
the Use of English Unit

Mrs. Adaeze Regis-Onuoha has BA  Frolish/Literature
inwersity of Beninl, MA N Communication and Language Arts
(University of Ibadan). She s ¢ arrently doing a doctorate degree
Communication and Language Arts at the Uni ersity of Thadan
She is a lecturer in the Use of English Unit.

Mr. Mark Chitulu Ononiwu Polds BA in English
(University of Nigeria, Nsukka) and M.A. m English as a Second
Language {University of Nigetia, Nsukkal He is currently domng a
doctaral programme in Faghsh at Ebonyt State University. He 1s a
lacturer i the Use of Englsh Unit

Dr. Felicia Nina Nwulu has B.A in English Language (ADia
State University, Okigwel, MA in Fnglish Language (Imeo State
University, Owerri), Pr.Doin English from Ebonyt State University,
abakiliki. sheis a lecturer in the Use of English Unit



Mr. Uche Nnamani has B.A and MA. degrees ir tnglish
Literary Studies from the University of Calabar and the University
of Nigeria, Nsukka, res pﬁ(.[l‘-.ff_h He is a lecturer in the Use of
English Unit

Mrs. Mary Chizoma Okere  halds &  EA
(Education/English] and M.A. (Communication and Language Arts)
degrees of the University of Ibadan and is currently on & PhD
programme at the same institution. She is a lecturer in the Use of
English Unit.

Mrs Chinomso Patricia Dozie studied at the Tmeo Stale
University, Owerri for her first and second degrees in English and
s currently studying for a PhD in English at the University of
Migeria, Nsukka. She s 3 lecturer in the Use of English Unit,

Mrs. Chinwe Innocentia Ahumaraeze holds Bachelor of
Arts and Master of Arts degrees in English of Imo State University,
Owerri. She also has a Post Graduate Diplama in Journalism from
the International Institute of Journalism, Abuja (an affiliate of the
University of Maidugunj. At present. she s undergoing a dactoral
programme at the Nnamdi Azikiwe University, Awka. She is a
lecturer in the Use of English Unit.

Mrs. Ugomma Agwuocha (née Nwachukwu) obtained
her Master and Bachelor of Arts degrees in English from the
University of Lagos and Imo State University respectively. She s a
lecturer in the Use of English Unit.

Mrs. Lovina Madu {(Nee Ujowundu) has B A and M A in
English and Literary Studies [University of Nigeria, Nsukka) and
Fostgraduate Diploma in Journalism, She is o lecturer in the Use of
English Unit.

Vi






A ;
ﬁ / 1
CHAPTER FO '

MORE WORK ON LETT, 4 TING
Cran Chima Amadi, Ngozi Anigboqu,

Felicia Mwuiu

4.1 LETTERS OF APPLICATION FOR EMPLOYMENT
Letters of application for emplayment are perhaps the most
important letters you will ever write in your life time. They
can make or mar you as an individual seeking a purpose in
life. If you are seeking employment, letters of application can
help yvau get hired or overlooked in relation to your ambition
depending on how well or how badly it is written. [n writing,
therefore, care should be taken and all the rules
accompanying the scripting of such letters must be duly
observed. It is a formal letter, and so all the features of
formal letter writing should be represented effectively.
Remember that you do not need a second chance to make a
first impression. Do not forget that thousands of applicants
out there have interest in the same position you are applying
for and that the employer will always wish for the best.

Letters of application should be simple and straight to the
point. The information therein should be clear and accurate.
Three considerations are important in writing letters of
employment: your purpose for writing the letter; the
employer's needs and expectations; the qualities you possess
that can satisty those needs.

LS8
4. The purpose of the application @: This 1s of course
to persuade the potential emgloyer that your
qualifications match the requirem#fits of the agency on
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the specific position advertised. The immediate goal is to
get an interview with the employer so that you can
elaborate on the qualification you have mentiocned in
yoUr letter. '

The qualities you possess: before writing, pause and
ask: What does the person reading your letter need lo
know in order to invite you for an interview? Firstly, the
person may wish to know exactly the position you are
interested in. Secondly, do you want a part-lime or a full-
time engagement? Thirdly he/she must know your
qualifications for the posttion you are applying for,
Finally, your reader needs to know the names of your
referees and these must be people of reputable integrity
who are interested in supporting your claims as well.

Do your qualities satisfy the need? Letters of
employment are like written curriculum vitae/resume. 50
it is also advisable to state your sex, age, marital status,
place of birth elc. Also state your relevant interests and
aptitude in the position you are applying for. It is
important that you pay attention to the specifications and
recuirement of the advertisement which your letter is
respanding 1o, This gives you the needed direction,

While writing the application letter, please take note to
clearly indicate the following important issues;

How you got information about the vacancy: mention the
newspaper or any other advert medium with the date ar
publication.



Mention any enclosures such as curriculum  vitae,
photacopy  of  credentials, and other relevant
attachments.

Request for interview or indicate willingness to appear if
invited by the potential employer

AN EXAMPLE OF LETTER OF APPLICATION
(in indented format)

13, Madumere Street,
Ciwerri,
Imo Stlate
June 15, 2015
The Permanent Secretary,
Ministry of Education,
Chaverri,
[mo State.

Dear Sir,

Application for the Post of English Language Teacher

With reference to your advertisement in The Sun Newspaper
of May 30, 2015 for applicants to fill the vacant position of
an English language teacher in your Ministry, [ hereby apply
for the post.

I am a twenty-seven year old woman married with
three children. I am from Ububo Ochia in Ohaji/Egbema
Local Government Area of Imo State. [ obtained my Senior
Secondary Schoo! Certificate from Owerri Girls' Secondary
Schaaol, Owerri in 2005. 1 studied at the Akia State University
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Uturu for a Bacheler's degree in English Language and came
out with a second class degree, upper division, in 2012, 1
went in for the mandatory Mational Youth Service in the
2012/2013 batch and was posted 1o Thioma Girls' Secondary
School, Orsu Local Government Area where [ taught English
language at the Senior Secondary Schoal level. After the
service year, 1 was offered a teaching job by the school and 1
have taught English language in the Schocl for two years.

Sin, 1 believe that the teaching expenence [ have
gathered within these years of service shall be a boost for me
i relation to the post T am applying for. Moreover, | have
always loved teaching, even as a child, a feat I inherited from
my late father. 1 believe that if given the chance, T will
cischarge my duties effectively,

The following people will be willing to write reference
letters on my behalf:

. The Principal,
[hioma Girls” Secondary Schocl
Orsu LGA, Imo State

Z Prof P.C. Ndubisi
Department of English Language,
Abia State University, Uturu

3. Prof. EC Nnanemere
Directorate of General Studies,
University of MNigeria, Nsukka

Yours faithfully,
Mrs. Faith Nnaji
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4.2  WRITING OF CURRICULUM VITAE

Your curriculum vitae {CV) or resume is an introduction of
who you are to another person whao may not have a
privileged knowledge of your person. In Latin, from where
the expression was taken, “curriculum” means the stary of
one's life. It is a written account of a person’s details and the
account takes cognizance of one's educational background,
work experience, hobbies, one's areas of interest, and one’s
likes and dislikes. A glance through a persan’s curriculum
vitae provides all the necessary information about such a
person.

The curriculum vitae is also called a resume In British
English it 1s referred to as curriculum vitae while in American
English it is known as resume. Both varieties refer to the
same kind of document with some variations in style and
content. The twa should not be mixed up,

The curriculum vitae is a useful ool especially when
one is searching for a job. It is one's CV that tells the story
about who the person is Lo the potential employer. A good
CV reviews the qualifications and the competence of a
person in his field of endeavour. IL will speak for you and
take you to grealer heights in life. This is why every educated
person should have his/her CV handy at any paintin time.

Curriculum Vitae/Resume are written and submitted
for job application. Sa in writing one’s CV, one must present
it in such a way that it reveals one’s personal data,
educational gualifications, one's work experience and othe
achievernents/awards A good curriculum vitae must e srach
that gives the impression of one as a motivated and bard
working person and that when given a job offer, one will do
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one’s best to deliver effectively an the job specifications and
expectations,  The OV should also  incude  those
achievements/accamplishments that make one stand out
“among one's peers, such as awards and recognitions. Other
details that may be included are research publications,
teaching/work experience (if any), grants and fellowships,
professional associations, patents and licenses, as well as
other information relevant for the person to be assessed and
appreciated by the agency wishing to hire him for the new
job and assignment.

While writing one’s CV/Resume, ane must be brief,
concise, factual and straight to the point. Every piece of
information provided is subject to wverification; so, avoid
flowery language and long stories that add nothing specific
to the information.

The Structure of the Curriculum Vitae

A typical CV in Nigeria has the following structure and

contents,

i Caption: The caption is "Curriculum Vitae”

i Identification: Give your name (beginning with your
surname}, post applied for, home address, work
address, date and place of birth, sex, marital status,

naticnality and other necessary personal details.

i, Educational Background/Qualifications: This has to
do with the schools attended (it is best to start listing
this fram the maosl recent to the furthest). Relevant
dates and qualifications obtained in each case should
be stated and listed as well,

v, Work Experience: This is the summary of your work
experience  bheginning with  the most recent
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Vi,

employment and going back in time to every aspoct
of one's emplayment history. It is necessary because
your potential employer desires to know  your
experiences and achievements at work

Publications: This is a list of all your publications
written in the format of the references list in a
resparch report.  This aspect is only relevant in
applying for academic posts such as lecturing in a
higher institution,

Extra-Curricular Activities: Under this heading, you
are expected to include your hobbies personal
interests, games and sporting activities, 1t also
demands you stating things that interest you ar things
you dislike. It is generally aimed at further advertising
vourself  through  emphasizing  your  perscnal
altributes.

References: You should provide at least three names
and addresses of persons who are your referees.
These must be people whao have known you for a very
long time and can give testimonies about your person
and suitability for the job. Your referees must also be
relevant to your educational and working career.

Other conlents of the €V may depend on the requirements
of the potential employer which are stipulated in the job
advertisement. That is why it i1s always important to see the
advertisement so as to respond appropriately. Some
employers may insist on some special skills, such as
knowledge of the computer, fluency in some languages,
driving ability, or specific years of work expericnce, etc. You
CV must emphasize such required skills and experence.
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Y
SAMPLE TEXT OF CURRICULUM VITAE

CURRICULUM VITAE

Name: ikre. Ebere Amarachi (Nee Okankwo)

Permanent Home Address: Community Primary Schoaol,
Ububo Ochia, Awarra,
Ohaji/Eghema LGA, Imo State,
MNigeria

Current Postal Address: (/0 Paul C. Nwulu, Faculty of
Humanities,
Imo State University, F.M.B 2000,
Owerri, Nigeria

Email: ehereamarachi@yahoo com
Mobile D&036459859
Date of Birth: 18 August, 1970
Place of Birth: Urmuaku lsuochi, Abia State
Sex: Fermale
Nationality: Nigerian
Marital Status: Married
Educational Institutions Attended (with dates):
e Tawnship Primary School, Owerri 1976-1982
e Umuaku Secondary School, Isuochi,

Abia State 1982-1983
s Girls Secondary School, Qwerri,

Imo State 1983-1988
e Abia State University, Uturu 1991 1996
s Imo State University, Owerr 2000-2002

Qualifications Obtained (with dates):
« MA, English Language 2006
« BA (Hons) English Language,
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Second Class, Upper Division 1996
« School Certificate / GCF 'O Leve! 1988
e First Schocl Leaving Certificate 1982

Work Experience:
« Master Il Secondary Education Management Board,
Ubomir Girls Secondary School 2000-date
« Mational Youth Service Carps (NYSC) Programme
with the Nigeria Immigration Service,
Zone E, Headqguarters, Owerri, Imo State 1998-19490

Publications:

ke, E. A. {2015). Language and Character: A socio-linguistic
study of Wole Soyinka's The Road, Death and the
King's horseman, and The trial of brother Jfero. In
Humanities Journal, 3, 23-34.

Tke, E. A (2016). The advertiser as a linguist, a stylo-linguistic
study of trade language. In Journal of African
Linguistics, 5, 36-47.

Extra-Curricular Activities: Singing, Travelling and Cooking

References:

. Professor Ekejiuba Nnaji
English Department,
University of Nigeria, Nsukka,

. Professor lude Iwuala

Faculty of Sciences,
Federal University of Technology, Owerrl,

. Professor Maduakolam Nwoye
Faculty of Humanities,
Imo State University, Owerri,
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CLASS ACTIVITY: Do Exercise 1 of Chapter Four in the
workbook to practice writing letter of application fo
employment and curriculum vitae.

4.3 LETTERS OF COMPLAINT

4.3.1 Introduction

Complaint letters are formal letters which alert individuals
establishments, companies, institutions and offices tc
problems. Sometimes, you may wish to complain abou
certain situations affecting you or situations which you have
observed within your immediate environment. Theretore, in :
complaint letter, you point cut a problem or irregularity anc
demand a solution or correction. Also, you are expected tc
state the complaint correctly and tender adequate anc
relevant documents that would substantiate the complaints
In most cases, when writing a complaint letter, you shoulc
state ways of overcoming the problems. Furthermore, you
may wish to use the print media in the forms of newspapers
and magazines to express your opinions on certain issues o
problems.

4.3.2 Features of Complaint letters

Good letters of complaint should be succinct, factual
positive, assertive, cordial and objective. These feature:
would produce the favourable response needed from the
authorities concerned.

i Succinctness

Letters of complaint should capture the main and vital points
of the problem. So, when you are writing a letter of
complaint, state and explain the problem ar awkwarc
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siluation in a concise manner. Even if the conditions involved
are complicated, you should make the letter clear and
synoptic. This is imperative because letters that are unclear
or woolly may not be read accurately. Also, a busy executive
may not have the patience to read a very detailed letter and
would prefer the matter stated in a concise form.
Furthermare, other relevant details could be attached in the
form of photocopies, reports/descriptions or netes.

ii. Facts
Basic facts are necessary in a letter of complaint especially
dates, time, and reference numbers. Similarly, you must
justify the facts with adequate evidence. This is mandatory
when the complaint involves loss of funds or resources, Also,
the key facls and the evidence tendered would help the
receiver in salving the problem.

iii. Positivity
No matter the extent of the problem or damage, you must
present your facts positively, So, you should present your
facts without being rude. You should refrain from using
abusive, derogatory or negative statements that would mar
the existing bad situation. Also, being positive would create
greater opportunities to improve the circumstance than
being provocative.

iv. Assertiveness
Good letters of complaint should be assertive. This s
particularly critical for very serious complaints with financial
consequences. Thus, to achieve the assertiveness required,
the letter should show confidence, firmness and clarity,
Furthermore, writing assertive letters is exigent to avert
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Furthermore, writing assertive lelters is exigent to averl
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serious damages. Also, this would affect the response ar the
attitude of the receiver of the letter who would then respond
promptly and well too.

V. Cordiality

A cordial tone 15 essential when writing a complaint letter.
This would encourage the receiver to reciprocate in 2 friendly
tone too. A complaint full of resentment may not produce a
favourable reply rather the receiver may respond
aggressively too, So, the cordial tone produces a cooperative
impression and shows malurity on the part of the writer.
Furthermore, a cordial approach is pivotal as il respects the
worth and motives of the recipient. Thus, it is wise and
advisable to identify with them so that the problem can be
resolved easily.

Vi. Objectivity
It is crucial not to exaggerate problems. You must be
objective no matter the problem. This shows that you are
reasonable. You are advised to write the letier of complamnt
objectively as this relaxes the person at the other end and
makes him willing to help and resolve the matter.

4.3.3 The Structure of a Complaint Letter
According to the Oxford dictionary, the letter of complaint
should follow the standard composition format for a farmal
letter.
This structure includes:

a) The writers' address

b) The recipients' address

¢} The salutation
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d) The title/subject of the letter
) The content
fi The subscription/farewell/closing

AN EXAMPLE OF A COMPLAINT LETTER

Blueprint Consultancy,
12, Nike Drive,
New Haven,
Enugu.
251 april, 2016,
The Managing Director,
Apex Aluminum Firm,
P.M.B. 1060,
Emene,
Enugu.

Dear Sir,
A Complaint Letter

[ write to complain about the shortfall of the goods ordered
from your company. On 20" March, 2016, the consultancy
placed an order with your firm to supply 3,000 roofing
cheets. However, the consignment contained only 1,500
cheets. Consequently, this shortage has forestalled the
completion of the rocfing of aur administrative complex.

| request that you promptly make up the shortfall as this
would enable the consultancy to complete the roofing of
the new administrative complex at the anticipated time. I
have enclosed the invoice for adequate correction too. I am
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afraid if the conditions are not adequately met, the
cansultancy would have no option but to take a legal action.
I lock forward to hearing from you. Thank you for your
anticipated co-operation.

Yours faithiully,

Oliver Onuoha.
Director

CLASS ACTIVITY: Do Exercise 2 of Chapter Four in the
workbook to practice writing letter of complaint.

4.4 ROUTED LETTERS

Routed letters are guided correspondence in the civil service,
companies, parastatals or public institutions where there are
defined  organograms.  Correspondence  within an
establishment is either routed from top to bottom or vice
versa. IL 1s conventional to apply to the man at the head of
the organization ar the chief executive, He conveys his
approval or otherwise either through minutes on the
application or in an entirely fresh letter through his
subordinate.

Correspondence is a body of letters between individuals or
communication between an officer and his boss. Since it is a
body of letters, we do not say "correspondences”, The man
at the head of the institution runs it through memos,
minutes, circulars etc. Thus, routed letters appear in different
formats:-
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Directorate of General Studies,
Federal University of Technology,
Onwerri,

15 February, 2016,

The Vice- Chancellor,

Federal University of Technelogy,
Crverr,

Thro:

The Directar,

Lirectarate of General Studies,
Ohweerri.

Dear Sir,

Application to Attend an International Conference at
the Department of English, University of Nigeria,
Nsukka

[ wish to apply to attend an international conference at the
Department of English, University of Nigeria (LUNNj, Msukka
haolding between 67-10" April, 2016 at the Princess Alexandria
Hall. UNMN with the theme: “The Role of Language in the
Development of Mations".

[ hereby present the cost of attending the conference:

1. Conference: e mmme 41500000

PR s s (17~ SIRONORUPIUNOIROON . ;¢ ¢ 51

. lranspor‘atmn semsme T ORE 0

4. Hotel acmmrnudanm for three days (@ N7000.00 x

3).....M21,000.00
Tatal...... W49 000.00
Attached are photocopies of my letter of invitation and the flyer of
the conference for your perusal and consideration, please
1 shall be grateful if my request gains your kind approval
Thanks.
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Yours faithiully,
Dr. Paul Nosike

Mote that the |etter is routed through Lthe Cirector, Directorate of
General Studies whose comment is critical for the Vice Chancellor
to know what to do. Since the Vice Chancellor cannot be in every
department, he needs the advice of directors, heads of
department, deans, and academic advisers etc. to take the right
decisions, If the letter hod come through anather department like
the Flectrical and Electranic Engineering (EEE) the stony waou'd be
slightly different:-

Departrment of Electrnical and Electronic Engineering,

Federal University of Science and Technology,

Owerri.

15/02/2016

The Vice Charcellar,

Federal University of Science and Technolagy,
Cheverrl.

Thro:

[he Dean,

Schoal of Engineering and Fngineering Technology,
Federal University of Science and Technology,
Crwerri.

Thro:

The Head of Departtment,

Departrment of Electrical and Electroncs Engineering,
Federal University of Science and Technolegy,
Dwerri.

Dear Sir,

o A
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