Part 1
Credibility for an Entry-Level Professional
Mohammad, Amal, and Noura were recently hired as audit assistants. This is the first full-time professional position for each of them. During the first few months of work, each of them experienced successes and failures.

Mohammad gained a reputation for finding out exactly what clients wanted. He asked the right questions, he respectfully explained points of disagreement with them, and he showed them he was genuinely interested in them. Several of his colleagues commented that clients trusted him to act appropriately on their behalf. His supervisor was pleased that Mohammad always followed through on commitments and was positive he wouldn’t avoid reporting tax violations made by clients. However, Mohammad’s performance was far from perfect. His supervisor noticed that Mohammad sometimes made fairly basic mistakes in his audits and his colleagues would have to redo some of his work.

Amal has gained a reputation for completing audits more accurately than all other new audit assistants. Her supervisor is worried, however, about her long-term success at the firm. Amal tends to overpromise. Last week, she told her supervisor she’d finish an important project but instead worked on other tasks. Last month, she called in sick for a few days. On one of her sick days, her supervisor saw pictures of her at a party that she had posted to Facebook.

Noura is the top performer on audits among the new group of employees at the firm. She is precise and efficient. She can typically accomplish many tasks in about half the time of most other audit assistants. Her supervisor is concerned, however, about her interpersonal skills. She tends to often criticize her colleagues for their mistakes and rarely offers appreciation for their help. She also seems to rub clients the wrong way and comes across as “antisocial” according to one valued client.

Read the case above and answer the following questions:
1. Which element of credibility does Mohammad lack? What would you recommend to Mohammad to improve his credibility?
2. Which element of credibility does Amal lack? What would you recommend to Amal to improve her credibility? 
3. Which element of credibility does Noura lack? What would you recommend to Noura to improve her credibility?
4. What is the importance of establishing credibility in business communication? 




Part 2
Create a sample business message to propose a new marketing approach. 
Note: You will be evaluated based on applying the process for creating effective business messages.
Part 3
Read the email and answer the questions that follow: 
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1. Identify five principles violated in this email.
2. Re-write the email following the principles of writing an effective email.
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Ticket for claim #82492 s resolved; Damaged product is not the responsibility of the vendor

Upon receiving your complaint and description of a damaged product, an investigation was conducted to identify the source of the problem.
All products from that particular batch underwent stringent quality controls. Any damage that had occurred must have occurred during
transportation by  third-party vendor or by the customer after opening the package. We regrettably cannot accept any responsibility

for any damages.

Please now that we value you as a customer. As a token of appreciation for you're loyalty, we have included a 10 percent off coupon
Jon your next purchase of more than $100.
Feel free to reach out with any questions.

Roberto Jimenez
Customer Service Representative




