Resume and Cover Letter Assignment – Print Communications
*Your assignment is to create a resume and cover letter using Microsoft Word.  

-You may make these documents for yourself in real life or for a fictional person.  The focus is to show you are able to create these documents for real-life.

Assignment #1: Create a Resume
*Using Microsoft Word you will create a working resume complete with personal information, job history, educational background, and references.


-This is made easy by using the templates in Microsoft Word (Mr. E will show you how)


-You will need to have at least 3 jobs and 3 references

Assignment #2: Create a cover letter to accompany your Resume

*Resumes are easily filed into large piles with other resumes but a respectable applicant takes the time to create a cover letter to let their potential employer know a little more about themselves and what skills they might bring to the job.


-You will create a cover letter specific to the job you are applying for.

-Outline life experiences that make you great for the job and highlight personal skills that will make you a great applicant for the job at hand.

-This cover letter will take the form of a formal business letter.  Be extremely aware that you follow the outlines of a formal business letter.  We will take notes on this in class.
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	3
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	5

	Resume

	Format
	Proper format is neglected
	Formatting is an issue
	Many errors are present
	Some errors exist
	Correct resume format is used

	Experience (work and ed.)
	Experience has been neglected
	Inadequate experience shared
	Much info is missing
	Some info is missing
	Experiences included with all info

	References
	References are missing
	References are in adequate
	References are incomplete
	Some info is missing
	3 ref. shared with all info

	Cover Letter

	Format
	The letter neglects business format
	Formatting is a problem
	Business formatting needs to be addressed
	Some errors are present
	Proper business letter format

	Skills/Exp
	Skill and exp are neglected resulting in a poor letter
	Skills and exp are not adequately shared
	Skills and exp need more promotion
	Skills and exp are shared
	Skills and exp are properly promoted

	Editing and Par format
	The letter needs to be rewritten
	Editing is a problem
	Many errors are present
	Some errors exist
	Editing is impeccable


