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Resume g Cover Letter Project

Resume Prom

pt- 70 poi
Assignment: Use wha 3
research the comm,
to find resumes pr
format.

'tyou have learned abou
unity values and audience
oduced by People working i

It resumes to write
your own resume. Take thi:
2 oy 3 S opportunit:
ixpectafnons of the discipline in which you intend ‘2 wor)(‘ VT:D
your field as examples of content, organization languagé a‘:vd

Select a
a “help wanted” ad for a job i iscipli
= T a job in your discipline. Construct your resume to fulfill the expectations of that

Design:

® Follow parallel structure criteria (distinctive categories marked accordingly).

® Use various design devices (italics, bolds, underlines, caps, bullets, etc).

Organization:
e Organize your resume in a way that reflects audience expectations (from most relevant to least relevant is

one way).

Content:

e Explore all experiences and education that
e Provide a section of the resume that presen
Provide additional information about your special skills,

qualify you for a position in the ad.
ts degailed information about tasks and duties performed.

° interests, and memberships.

Style: . .
e Use no personal pronouns; have no spelling errors; use variant v

e ' Use acronyms, jargon, and abbreviations as appropriate.
e Use parallel structure for all parts of speech.

erbs of action.
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peer Review: December 10th

Write a cover letter
addressed ang cate
cover letter js to co

that respongds .
red to the com 10 the job advertisement for which YOu wrote your resume. It should be
Mmunicate oo 2o 12V Breviously researchon. Ranomares g purpose of a

\cate your Qualifications ang request a job interview.
Your cover letter should include:

Move 1
® State which job

® Explain why yo

U are interested in the job
Demonstrate t|

L hat you have knowledge about the company

Move 2 (1-2 Paragraphs)

= - s 3 faeard
® Present the qualifications that make you a strong candidate for the job position using examples

details of your course work, degree, and pertinent work experience.
Relate your qualifications to the needs of t)t)‘ei;urr’s_z\t'j\g;cpenlrl\pg';r o ']l]””” reswme
o ot by

Move 3 iy o

* Repeat your interest in the position * Unborwte on ews & 4

Lo e i eive a response).

E :‘edc:::tse h(le and when you will contact the reader to follow up (in case you never rec

e In

e Indicate how you can be contacted :

e Thank the reader for his/her consideration.

i . Therefore, spelling and
Flawless writing is of utmost impor‘gnce for this type of text
Remember: Flaw

ily i r score.
grammatical errors will heavily influence you

ddressing and should be
the company you are a S
mem rythi write should be relevant to e o
T i yOm‘l u";:xegained from your research about the po;mog :;scgfn;ie ey g
Ll mfzr arself “How does what I’'m writing relate to the n m
Iways ask yourselj,
other words, al

You will submit:

letter are based
Alresiye 5% Ia c:\:leer:t for which you are qualified on which they
5 tisel
The job adver

i jol X d job skills NEED to e high d in the job ad.
salificatis n and expected | S be highlighte: t!

b t
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Some Sample Language for Cover Letters

Opening:

® lrecently saw your i itori
ly Y advertisement for an editorial assistant at your corporate office in Sorrento Valley. | am

excited to send you m ication m:
: Y application materials as | have I ity to
; &l e been looking for an opportunity to enter the publishing

Cover Letter Development Body Paragraphs:
*  Make declarative, concrete statements:
— lhave excelled in my Engineering courses.
— Additionally, materials development is one of my passions.
*  Give concrete examples:

— Forinstance, in the final project of Eng. 402, my group and | were required to... On this project, we
received an exemplary mark.

— Ineach class that | teach, | am either creating materials to keep lessons current and relevant or
modifying them to make a lesson more effective.
* Incorporate soft skill ideas:

Through this project, my ability to work in a group improved. Because | noticed not all students were
equally self-motivated, | suggested that we meet once a week to work on the project. This suggestion
allowed us to stay on schedule and accomplish the numerous tasks.

From my course reviews, | receive stellar marks demonstrating that | am skilled in this area as well as
communication, a central tenant of being an effective teacher.

* Relate to the job posting: K,
In relation to the internship position, my demonstrated skill in using AutoCAD as well as my leadership

could be immediately utilized, as this position requires both.
By mentioning that, | hope to alleviate your concerns about my lack of experience in the formal content

writing environment.

Closing:
| would be honored to have the opportunity to turn my hobby of writing and exercising into a professional

g ' . s :
ase feel free to contact me at your convenience for an interview or further information. |

writing position. Ple: ) Inte f
will contact you within the next week to ensure you have received my application materials.

o | look forward to your reply and would like to request an interview at your convenience. /-’fdditionallv, 1 will
contact you in the next two weeks to ensure that you have received my application materials.
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The Ad:

- = L PR

;‘:;T:\hee};l;armaceuuc.als‘is{ looking for sales representative
i arylanq, Virginia and North Carolina regions.

ar eting experience preferred. Must have aB.A/B.S
Appllcz_mts should be highly motivated and must possesls
strong interpersonal skills. Must be willing and able to
travel. Send resume, cover letter and application attached

to hr@acmep.com. Only serious applicants need apply.

Cover Letter Sample:

Subject: Business MA seeks sales representative position
To whom it may concern:

FI:OI'K.I your company's web site I learned about your need for a sales representative for the
Virginia, Maryland, and North Carolina areas. I am very interested in this position with Acme
Pharmaceuticals, and believe that my education and employment background are appropriate for
the position.

fwﬁ orking toward my master’s degree, I was employed as a sales representative with a small
dairy foods firm. I increased my sales volume and profit margin appreciably while at Farmer’s
Foods, and I would like to repeat that success in the pharmaceutical industry. I have a strong
academic background in biology and marketing, and/think that I could apply my combination of
knowledge and experience to the health industry. I will complete my master's degree in
marketing in mid-May and will be available to begin employment in early June.

s opportunities with Acme Pharmaceuticals.

talking with you regarding s b
i 21 i . . tm that you received my email and resume and to

Within the next week I will contact you to con
answer any questions you may have.

Attached is a copy of my resume, which more fully details my qualifications for the position.

Thank you for your consideration.

Sincerely,

Lynn A. Johnson
lajohnson@vt.edu




