JOB SEARCH:  Job Interview – “Best Practices” Document
Purpose:
· your committee has been assigned a specific task –

· assigned to create a “Best Practices” document for graduating students entering the job force

· assigned by the director of the LCCC Career Planning and Placement Center

TASK:
· as a group, you must –

· decide on a name for your committee

· research the name of the LCCC CPPC’s director

· assign groups

· assign one of the 5 Body sections to each group

· decide on the proper type of document

· decide on a particular template

· separate into groups to achieve your charge

· monitor the progress of each group

· confer with each other on decisions

· consult the text book & the PPTs to gather your information
· reunite as a committee to create a single, coherent, uniform document

· utilize your skills in document/page design

· utilize your skills in proofreading 

· for errors in spelling, punctuation, pronoun reference, parallel structure

5 Body Sections:
1. Preparation

2. Performance

3. Answering Tough Questions

4. Follow-Up Letters

5. Negotiation

UNIFORMITY:
· pagination/headers

· font size

· font style

· headings and subheadings

· margins

· bullets/numbers

· lead-in statements

· grammar, punctuation, mechanics

SUBMIT:
1. one professional document
GRADING:
· one document = one grade

· whole class receives the same grade

