GlC2OH- Careers 
                      Name:_______________________________

Employment Package. Assignment   Due: Friday December 19 2014

To prepare you for any possible Part-time/Summary/Volunteer work experiences that may come your way; you will create an Employment package which will include:

1. Title page  


2.  Resume


3. Cover Letter
4. Thank you Letter

5. Reference Page

6. Job Applications (2)     
(Please include a Title Page and package should be in Due-tang with three holes punch)

· Neatly organize the 6 items listed above (in order) 

· See rubric on reverse for details of assessment.

· Attached rubric

Step 1: Resume 
· Use a chronological format (see example in booklet) 
· Your resume needs to contain the following headings/sections: Objective, Highlight of skills, Work and Volunteer Experience, Education, Hobbies& Interest and References statement. 

· Ask a friend to review your resume and edit/make suggestions for improvement.
· (Sheet Provided)
Step 2: Cover Letter

· Create a cover letter for the job advertisement that you found. on internet 
· Your cover letter should include you’re address (contact info), date, employers contact info, (three paragraphs) why you are writing, highlight of relevant skills, closing statement (e.g. sincerely, enclosure etc.) 

· Ask a partner to review your cover letter and edit/make suggestion for improvement.
Step 3: Thank you Letter

· Create a Thank You letter for the same job you created your cover letter for. Presuming you already have an interview with the employer and you need to write the letter same day hoping he receives the letter before making the final decision.  
· Your Thank you  letter should include your  address (contact info), date, employers contact info, (three paragraphs) why you are writing, two good comments about their environment of work place, Thanks statement and closing statement (e.g. sincerely etc.) 
Step 4: References Page
· Create a page which will list a minimum of three references (real people!)

· Include a name of person, title, company, city/province, phone # and email
Step 5: Job Applications 

· Pick up a job application from a prospective employer & print one off on-line.

· Fill out the applications according to the standards we discussed in class. 

Parents Sign: _________________________________
Rubric:

GLC2OH – Career Studies


Name: ___________________

Resume Package Assignment:

	
	Level 1


	Level 2


	Level 3


	Level 4 



	K&U: package shows insight into resume prep., do’s and don’ts
	· Overall pkg. demonstrates limited understanding of topic


	· Overall pkg. demonstrates some understanding of topic
	· Overall pkg. demonstrates considerable understanding of topic
	· Overall pkg. demonstrates thorough understanding of topic

	T&I: all info is relevant to the job, gives a positive impression, skills and experiences are presented well
	· A lot of info is not relevant to target job

· Image presented is not very effective

· Skills and experiences are not highlighted
	· Some info is relevant to target job

· Image presented is somewhat effective

· Skills and experiences are somewhat highlighted


	· Most info is highly relevant to target job

· Image presented is very effective

· Most skills and experiences are effectively highlighted
	· All info is relevant to target job

· Image presented is highly effective

· All skills and experiences are effectively highlighted

	Communication:

resume uses action words, cover & thank-you letters are organized and concise, proper spelling/grammar,

application is neat, readable, and correct 
	· Objective is not very clear or concise

· Wording is not very effective, appropriate, or clear

· Job application is not very effective

· Limited proper grammar and spelling
	· Objective is somewhat clear and concise

· Wording is somewhat effective, appropriate, and clear

· Job application is somewhat effective

· Some proper grammar and spelling


	· Objective is mostly clear and concise

· Wording is mostly effective, appropriate, and clear

· Job application is mostly effective

· Mostly proper grammar and spelling
	· Objective is clear and concise

· Wording is highly effective, appropriate, and clear

· Job application is highly effective

· No improper grammar and spelling

	Application: professional appearance, neat, organized, good choice of fonts, sizing, consistent formatting
	· Only half the items are completed

· Few items are professional looking

· Layout, fonts, and formatting are poorly done


	· Some items are completed

· Some items are highly professional looking

· Layout, fonts, and formatting are somewhat effective


	· Most items are completed

· Most items are highly professional looking

· Layout, fonts, and formatting are effective
	· All items are completed

· All items are highly professional looking

· Layout, fonts, and formatting are highly effective
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