JOB SEARCH:  Cover Letter and Resume
· Pick an ad from some source (newspaper, magazine, e.g.) that you would be qualified to fill either now or in the future when you have earned your degree. 
· Respond to this ad with a cover letter relating specifically the skills and abilities that you possess and that are valid for this position. 
· Clip the employment ad to your materials when you put them in your Portfolio.
· The format of your letter should be in three sections as follows:
SECTION 1 

1. Tell how you learned of the position and list the exact name of the position. 

2. Include a general comment stating you are well qualified for the position. 

SECTION 2 

1. List all of the qualifications for the position that you have to offer. Read the ad carefully to determine what they are looking for. Refer to your resume as you list your qualifications. 

2. SHOW YOURSELF in action using some of the skills that you have acquired in one or two extended examples. 

SECTION 3 

1. Close courteously by asking for an interview and listing a phone number where you can be reached. You might also specify times that you are available at that phone number. 
Remember the 16 attributes that employers are looking for: 
1. Ability to communicate 
2. Intelligence 
3. Self-confidence 
4. Willingness to accept responsibility 
5. Initiative 
6. Leadership 
7. Energy level 
8. Imagination 
9. Flexibility 
10. Interpersonal skills 
11. Self-knowledge 
12. Ability to handle conflict 
13. Goal achievement 
14. Competitiveness 
15. Vocational skills 
16. Direction


· Create either a chronological or a functional resume for your Portfolio. The format is your choice. 
· Remember that a resume is a marketing tool, so you should be pleased with the "LOOK." 
· You are required to have at least five sections as follows: 

· Heading 

· Objective 

· Work History 

· Education 

· References 
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