Student _________________________________________________________________
Work Site _______________________________________________________________
Work Supervisor _________________________________________________________
CHAPTER 4: How Do Your Resume and Cover Letter Stack Up?
Resumes and cover letters make the first impression with prospective internships. Individuals should seriously consider their skills and abilities to help build an effective resume and cover letter.
Solid grades in school look good on a resume; however, extracurricular activities, community service, and work experience are equally important. What are you doing now to develop a resume that makes a positive impact? What student organizations and community service projects would enhance your resume and provide excellent personal experiences? Do you have the skills that employers want? What new skills are you currently learning? What honors and awards could enhance your resume?
Complete the inventory list that follows to help you identify your competencies. Rate how you stack up in each of the categories. Record specific skills, achievements, and experiences in each category. By taking inventory, you can determine which areas you need to improve.
Select a company that you would like to work for. Use the information from your inventory list to prepare a resume in the style that best markets your skills and achievements. Be sure to use appropriate formatting to make the resume visually appealing and easy to read. Then, prepare a cover letter tailored to the company you selected. 
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CHAPTER 4: How Do Your Resume and Cover Letter Stack Up?
Purpose:  This activity helps students understand the value of good grades, extra-curricular activities, honors and awards, community service, work experience, and skills. All of these are components of a good resume.
Students are asked to take inventory of their skills and achievements. The inventory will make students aware of their areas of strength and their areas needing improvement. Using the information from the inventory, students are required to prepare a resume and cover letter. Students may want to review the sample resume and cover letter in the chapter.






INVENTORY OF SKILLS AND ACHIEVEMENTS 


						Excellent      Good      Fair	  Poor


Grades				   	      �		 �           �          �


_________________________________


_________________________________


_________________________________


Extracurricular Activities 	    		      �		 �	   �	     �


_________________________________


_________________________________


_________________________________


Honors and Awards		    		      �		 �	  �	      �


_________________________________


_________________________________


_________________________________


Community Service		     		      �		  �	   �	      �


_________________________________


_________________________________


_________________________________


Work Experience		    		      �		  �	   �	      �


_________________________________


_________________________________


_________________________________


Skills				    		      �		   �	    �	       �


_________________________________


_________________________________


_________________________________
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