ASSIGNMENT 1

Job Application and Resume

A.
Once you have determined where you would like to work, complete a job application. Submit a copy to your teacher for discussion.

B.
Secondly, whether the employer requires it or not, use the following worksheet to collect information for a resume.

Resume Worksheet

Full Name: _________________________________________________________________

Mailing Address: ____________________________________________________________

Location Address (if different):__________________________________________________

Phone Number: _____________________________________________________________

Email address: ______________________________________________________________

Objective: (Why are you looking for a job? Or, why are you applying at this particular place?)

Work Experience:

List any places you have worked: their name, city/state, phone number, your position title, and a brief description of what you did there.

Education Experience:

List the schools you have attended: their name, city/state, what years you attended, and what you studied (put General Studies if that is what you studied)

Clubs and Extracurricular Activities:

List any clubs you have been a part of, any sports teams you have been on, and any other extracurricular activities you have been a part of, as well as the years you participated.

Personal Interests

List a few things you do in leisure time, or any hobbies you have.

References

List any people a potential employer might contact to ask about you: Name, title, phone number

Once you have written down this information, go to http://jobstar.org/tools/resume/index.php. Research ideas for resumes, then use what you learn to create your own resume.

Submit completed resume to your teacher.
ASSIGNMENT CHECK POINTS:

Is your writing neat and readable?

Is your information correct and honest?

Did you type your resume or use a word processor? 

Do your documents look professional?

