COLLEGE 101

ASSIGNMENT #7

RESUME AND COVER LETTER 

YOUR RESUME SHOULD INCLUDE:


*IDENTIFYING INFORMATION


*JOB OBJECTIVE


*QUALIFICATIONS STATEMENT OR SKILLS AND ABILITIES


*EDUCATION


*WORK EXPERIENCE


*REFERENCES
YOU MAY CHOOSE TO HAVE ADDITIONAL CATEGORIES OR HEADINGS SUCH AS INTEREST OR HOBBIES, ORGANIZATIONS, COMMUNITY SERVICE, ETC.

REFER TO YOUR TEXT BOOK FOR EXAMPLES and to WEBSITES SUCH AS WWW.Quintcareers.com and WWW. Monster.com
COVER LETTER 

YOUR COVER LETTER SHOULD BE AT LEAST THREE PARAGRAPHS LONG.  IT SHOULD INCLUDE:


*INTRODUCTION WHICH STATES THE JOB THAT YOU ARE APPLYING FOR AND HOW YOU FOUND OUT ABOUT THE JOB.


*BODY PARAGRAPH WHICH SHOULD MATCH YOUR QUALIFICATIONS TO THE JOB’S NEEDS.


*CLOSURE OR CALL TO ACITON PARAGRAPH IN WHICH YOU ASK FOR A FACE TO FACE MEETING.
THIS LETTER SHOULD BE ADDRESS TO – 3 options:
· THE SAMPLE JOB LISTED ON THE BACK OF THIS HANDOUT.  THE LETTER SHOULD BE ADDRESSED TO:  Mrs. Judith Whipkey, Program Director, Summer Interns; West Virginia State College, P.O. Box 00, Institute, WV  25112

·  THE PERSON WITH WHOM YOU DID YOUR INFORMATION INTERVIEW, APPLYING FOR AN ENTRY LEVEL POSITION OR INTERNSHIP IN THIS FIELD
· JOB LISTING THAT INTERESTS YOU – MUST INCLUDE THE JOB POSTING WITH YOUR LETTER

ATTATCHED IS A COPY OF THE GRADING SHEET THAT WILL BE USED TO EVALUATE YOUR RESUME AND COVER LETTER.

SAMPLE JOB LISTING:

  Notice appears in the Campus Newspaper, “The Yellow Jacket” on April 1, 2003.  Intern needed to fill summer position in ________ (Your Major or area of interest).  Successful candidate must be currently enrolled in college and be a student of good standing.   Candidate must exhibit a willingness to learn, possess a basic knowledge of computers, good communication, leadership and time management skills, and be eager and enthusiastic.  Candidate will be required to work 20 hours a week with rotating hours.  Please send resume and cover letter to: Mrs. Judith Whipkey, Program Director, Summer Intern Program, West Virginia State College, P. O. Box 00, Institute, WV  25112
    LETTER SHOULD BE ADDRESSED THE PERSON WITH WHOM YOU DID YOUR INFORMATION INTERVIEW.
