DO NOT WRITE ON THIS ASSIGNMENT
Personal Money Management

Career/Job Search

Employment Documents
Objective:  Each student will produce the necessary documents for a successful job search.  These personalized documents, along with class notes, will serve as a reference for future job hunts.

Steps:

1. Choose a job for your future.  If you are looking for a job for the summer, use this opportunity to start the search.  If you don’t have a particular job in mind, you may look at the Help Wanted ads attached or online.
2. Create a resume for yourself including vital components that emphasize your strengths.  Use your book, your notes from the video, the attached samples, templates in MSWord, or another reliable source as a formatting guide.  


3. Create a reference sheet with three references.  Use the same heading (name, address, etc.)as used on your resume.  NO RELATIVES!


4. Compose a cover letter stating your intention to apply for the position of your choice.  Use your book, your notes from the video or the sample attached as a guide.  If this is for a job you are really interested in, be sure to find out to whom you should be addressing it.  If you are using a sample or a want ad that does not have this information, for this assignment only, make something up.


5. Complete a Job Application that you pick up from an employer.  Write in pen, be neat and complete.  Use your resume as a guide and source of information.

6. Assume that your awesome cover letter and resume has caught the attention of a future employer and you have been invited for an interview.  Compose a thank you letter following the interview.  Use the attached sample as a guide.
Point Value:


Resume


10 pts

Reference Sheet

  5 pts


Cover Letter


10 pts


Job Application

10 points


Thank you


  5 pts


TOTAL


40 pts

NOTE:  Points will be deducted for typos and misspelling.    Remember, these types of errors would eliminate you from the pool of candidates.

