A Cover-up Activity

NAME OF ACTIVITY
UNIT:

Employment Skills
TASK:

List types of information needed in preparing a resumé.
ACTIVITY TYPE:
SCANS, Integration
APPROXIMATE TIME:
One to two class periods
MATERIALS:
Paper and pen, list of job leads, computers (optional)
PROCEDURE:

1. Have students locate several job leads.  Describe the type of position, the name of the company (and name of a person to whom they can address the letter), address of the company, and a list of their relevant skills.  You probably addressed this during a previous activity.

2. Review with students the parts of a business letter.  Remind students that when they send a resumé they should also include a “cover letter.”

3. Have students select one of their job leads.  At the top of the letter, they should include their name and return address, followed by a double space and the address of the business where they are sending the letter.  This is followed by the salutation, or the name of the person to whom they are sending the letter.

4. In the first paragraph, tell what job you are applying for.  Include two or three sentences showing your interest.

5. The second paragraph should highlight the skills and qualifications you have that make you a good candidate for the job.  Include examples.

6. The third paragraph includes your request for an interview, why you want to work for the company, and thanks to the person for their time and consideration.  The closing of the letter is followed by a space for your signature and your typed name.

7. Have students exchange letters and edit/proof them.  Emphasize the importance of correct spelling, grammar and punctuation.

ENRICHMENT:
Work with the English teacher for this assignment.  Ask if the students can type the letter in the Keyboarding class.
