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SKiliSTeCBe aviors-Necessary for~
Ef IverPerformancen -
R&D Environment.
Effaw jve Communication:
" Jltten
o ral
gme Management
= Managmg People
> Promote Team Work
- > Value Unique Contributions
> Give and Seek Feedback

> Set The Example
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bakliective nical Communications:

| J ¢ a )y course by Center for

Hf fessional Advancement,

Ea _l' Brunsw1ck NJ (J & J Sponsored)

5:_ ffective Presentations:

- - A 2 day Course by Colgate-Palmolive
Co. Management Development Program
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What |s Communlcatlpﬁ‘-.ap
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WProcess by which an |nd|V|duaI (the communicator)
'transnj* 5 stimuli to modify the behavior of
PN Cle j ‘: ‘iVid uals”™ roviand, sanis & Ketey
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= J_) o »egs of creating a meaning between two or
= ﬁfare people Tubbs & Moss
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- “The act of transmission of information, ideas,
emotions, skills, etc. by use of symbols, words,
pictures, figures, graphs, etc.” sereison & steiner
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= — >Nome
- >Context (setting)
>Effect



r/;—m Communlw
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Warbal/non-vocal

JIJJV Words, no speaking: written messages

- ”f bal/vocal

_-_oh .: -

ca munlcate through spoken words

J_ n-verbal (Emotional Activity)
,- -es"’- - Non-verbal/vocal

.,..‘-—’—

— ;" - no words, only sound: sighs, groans

- - Non-verbal/non-vocal

no words, no sound, only gestures and
appearance
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;1 |tten Communication
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> Oral Communication
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» Assess The Clarity
A Written Text ?
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JJIJIM 0g Index iIs a eadablllty
Jiest 1 r Engllsh writing, Is used to
v,JJl e ‘how easily some text can be
ad by its intended audience.

"-\f.,_

-~ #pe veloped in 1952 by Robert Gunning, an
American businessman who was involved in
news paper and text book publishing.


https://en.wikipedia.org/wiki/Readability_test

Gunning Fog Score

total words

complex words
total sentences

) =100 ( total words

plex Words = 3 Syllables or more

Advan <]
= Amaze Syllables
Calculation 4

Architecture Syl/lables
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‘account of the

or surface dimension is not

hem as they align themselves
g to the ‘vessel containing them.
tralto hold fluid materials.
, Ji heat is applied to the container,
re-is . =..J..r le difference between the heat-

——_

- generated um r‘t of the container and that of the

—

sreason it is possible to record in
,.faocurﬁent.the expansion of the fluid material as
' COmpared to the expansion of container holding it

Words: 101
Word/Sentence: 20.5
Complex Words: 17

Fog Index: 15

aqueous substances

iC eratlon of heat-mdut'ed—f‘The study of thermal expansion of
_liquids involves spelal problems due to

They do not have fixed linear or surface dimensions,

as they take the shape of the container. Liquids
require a container to hold them. Hence, when the
container is heated, expansion of the liquid does not
correspond with that of the container. Thus, we can
record thermal expansion of liquids relative to its
container.

Words: 69
Words/Sentence 13.5
Complex Words: 6

Fog Index: 7.8

Write short sentences, Average Sentence length:15-20 words
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J‘n&a ndex also estimates the
Y ars of formal education a
, ”wi erson needs to understand

;‘ = the text on the first reading.
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Gunnig Index | Read Level By Grade

6 Sixth Grade
7 Seventh Grade
8 Eight Grade
o High School Freshman
10 High School Sophomore
11 High School Junior

e 12 High School Senior

| 13 College Freshman

14 College Sophomore
15 College Junior
16 College Senior

17 College Graduate
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Fog Index

Bible
Shakespeare 6
Mark Twain

-~ Time Magazine

-"c -
3

= :_ News Week

= New York Times 11
Wall Street Journal
Technical Documents 10-15
Professional Prose 18

(Novels, Text Books, Literature)



__f er#eading.mgjgé‘”

J- an Lian Index e

J‘JJ@ G Index

esch Kincaid Reading Ease Index
:Automated Readability Index (ARI)

Microsoft Word can Auto check
Fog Index and other indices
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Step One: Plan
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fStep 1: Planningut e

RIEStstep:
)

IS deratlon of Orgamzatlon with
J:}‘ 'to eliminate those unsuited
_ ot e ‘material

‘v

"’“"‘ 5€ COnd Step:
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;?3'.. Consider who the readers are and
- organize in a manner most helpful

to them
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Revisions: A Necessary Evil
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. LI rewrote everx'glav

wh ateveF‘I—had written
J—u:) andalso'went'overthe
mu e when it was completed,
en corrected and rewrote
the typescript and fmaIIy
g" revised the proofs ...

Ernest Hemingway
Nobel Prize in Literature: 1954



g T write g;Lerythingqn?” v
times over. All my thoughts,
Jr* second thoughts. And I
orrect each page a great
eal or rewrite It several
;f‘"’ times as I go along ...
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Aldous Huxley
Nominated for Nobel Prize : 7 times
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--%femove without interfering with
-~ my reader’s understanding and
heeds?

H. J. Tichy
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Flovy S jentists STTouId

olanation

~Need
EXpIam what itis

' >What have you done
» Clarity

;j‘-’ Impartlallty

= ;-!? = > Order

~  »Accuracy

> Objectivity

> Simplicity

A KREeAald
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- sl fits o ‘A Res€drch Report e

Methods & Materials ffow did you do it?

Results What did you find?
- Discussion Interpretation of Results
= Summa ry Statement of Main Findings

Acknowledgements Who helped you?

References Details of Ref. Cited
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Business Letter-
Full Name
gutie 2 f e —
som I)J te Add

J*Uff* r./Mr./Ms.

J penmg - reason for the letter

._-.-.

tPreparatlon set the stage for message
i" == £I ‘Motivation - ask for action

- [ Close

Sincerely



DR SANDHU,

f\’\\/ Nname s RKichard R, e
Spoke e,ar\hér ‘kadq\/ , 514198
areund 222 pm c:cmcefmt‘r\g the
internship position. Here is o copy
of my resume that yoou r‘e.%uesf-e:l.
T hank you Lor any consideration.

Sincerel v,

Hehand /-



{Author: "Kamalpreet GRS ' <kpvirdi@eden.rutgers.edu> at INTERNET
Date: a/22 8:07 PM
Priority: Normal
TO: sSukhvinder Sandhu at ~“USAPWPT
Subject: Fjob???7?
—————————————— —_—_————————————— Message Contents —{———————— e ———————— —.,

Hi, T read about the internship positi job track. But I am
looking for a full time position. So have any full time
positions I will be real grateful if ODnsider me for that.
Thanks

S CcCorniak Drive KAMALPREET Guunmyes Prh:

Parlin, New Jersey E-mail: kpvirdi@Reden.rutgers.edu

Beeper:

Objective A position within the Pharmaceutical Industry that will use
my educational and organizational skills and further enhance them.
Education Cook College, Rutgers University, New Brunswick, NJ

B.S in Biochemistry
Cumulative Grade Point Average: 3.41, Expected date of graduation— May
1998 ’

Honors Dean's list 1994—-1997, Recipient of Biodiversity Scholars Award
Alpha Zeta Freshman of the Year Award

Publications Co—Author of an article on Chlorophyllin Copper Compounds
in journal "Ccancer Letters"™

Laboratory High Performance Liguid Chromatography, Gas Chromatography,
Tissue
skills culture, Tissue extraction, Column Chromatography,

Thin Layer

Chromatography,. Flourometry, Spectrophotometry,

Gel electrophoresis, PCR Amplification, Protein
determination, purification

and seguencing

Computer Software: MS WindowsNT, MS Windows95, MS Windows3.1, Sigma
Plot, ChemDraw, Hyperchem, MS OFFICE 97, Word Perfect,
Quatro Pro,
Graph Builder, Millenium Chromatography Managex,
Lotus 123, Adobe photoshop 3.0, Internet Explorers,

DOS6.1, UNIX , CH+-+

Experience

Dept of Biochemistry and Microbiology, Rutgers University, New
Brunswick, NJ =

Research Assistant, May'96—Present

* Worked with a pH independent lipophilic photosensitizing drug (CAME) ,
derived from specifically modified plant chlorins on rats to enhance
Photodynamic Therapy.

* Cultured and grew tumor cells to be used for subcutaneous injection in
rats.

* Injected tumor affected rats with the preparations of CAME and at



/ CLAUDINE M . St seo-
iR oS TS Er Y L

& Hazlet, NJ O7730

APY il 19, -

Dy . Sukhvinder S. Sandhu
Senior Technical Associate
Colgate Palmolive Co.

902 River Rd.

Piscataway , NJ osa3asa

._4-»-)9"-&4.._
Dear Dr.ggénggg)

The Col ate Palmolive Company according to reliable
Publications, 1873 fast grodin Firm which is reliable and

beneficial to all its customers . I am interest in the
CosMair Co. because of their continued dediearion to safety
and dﬁarlg$ in their products and manufactur ing.

I noticed your advertisement fFor a Biologist position on a
Web-sjite called Jobtrack. I have submitted my resume for
Yyour considevration. 2 § am curyvently attending Rutgers
University . I plan to graduate in May 1999 with a Bachelor
= ol Science degree. My major is Microbiocology (Biological

Sciences ).

Yoxa mentioned ' the advertisement that the successful
candidate must meet certain requirements and I do have the
following gqualifications for those:

1D Working towards BS in Biology

2) Can work independently

=) Has good laboratory, computer and interpersonal skills

4 ) Works well with others, is reliable, a self-starter,
and responsible

This is a Jjob that > bel;e¥gwwg§“»magghdigr me . I am

avallable 1mmedliately, anrnd offer you competence . edication,

and a’' good wor k ethic. IT oo do Not mind, © will calld Yyou

next week to see if a personal interview can be scheduled.

Thank Y oul for your consideration and X look fForward to

speaking with you scon.

Sincerely ,

Claudine W



d@s\ictlars Lane.
Piscataway, NJ 08854

May O, RS
Colgate Polmoalive Co.
909 River Road
Piscataway, NJ 08854
FAX: (782) 878-7134

Attn.: Dr. Sukhviader
Re: Interest inm Lab Intexr? BEition #100445597

Dearx D

After viewing Jobtrak this past Friday, I greatly appreciate the opportunity of being
a team player for your company. Your company is a recognized inmovator ia the

scientific industry. I am aware tha O receive Doany resurne but mine is worth

Actively working to receive my Biochemistry and Microbiology degree fromm Cook
College, Rutgers University is, perbhaps, nothing unusual. What is uniqgue is that
Cook College represents a professional school with a strong emphasis on

environmental awareness. This w has helped me become proficient ix
using the most - i teghpigues with the reduction of
environmental waste. urrently, I am launching my career with the goal of

participating as a laboratoxy intexrn for your company.

My l;gckﬂund is well suited the needs of your company. Specifically, my
ucation and positive atulﬂge Serves as a CODEext for evﬁu: ating es and
issues at could mpact e company. This translates into bettexr informed analysis
and, subseguently, more pxe ew- M exrience as a
lab assistant for Dr. Gene Hall, Quantitative emistry Dept., g’_i ?! tTh

owed e e
opporxtunity to s e t o ~ but my momunication skills as
well. My previous consxsteg of Pg-g- studexnts &o@ T

back: ds. This work settiong ced the o rtunity to como icate with a
Wide range of people. Through 1:]:1:.5= lf ﬁevaoﬁ an gmty to re people on all
levels, which, combined with my guest for scientific inspiration, bas given me a solid
foundation for achievement.

I am excited at the prospect of broadening my career in the chemical industry. I
look forward to hearing froova you soon so that we can arrange a convenient time to

meet and discuss how I can contribute to Colgate Polmolive’s continued success.
Thank vou for your timae and consideration.

Si v,

-~

ebbiec
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we ertlng for Engmeers,
M anagers, Scientists

H.J. Tichy
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:.,-: Scientists Must Write
= Robert Barrass*

(* Students Must Write: Robert Barrass)
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