Unit One:  Tuesday:

Career Research:  211


CAREER REPORT      100PTS
Go to Careers-internet.org
A. Take the test

B. Seclect two potential careers in your interest group

For TWO careers, find the following information:

· An actual job posting – Monster.com/ jobbing.com/ newspaper classified ads:  Cut and past to your report.  Be sure to include the url from your posting, with name of job listing and source site. *
· Education Required

· Base Salary

· Earning potential

· Demands of a typical day

· 2 Pro’s /  2 Con’s of the job

Prepare the above information in business style report. 
· List  

· Bullet  

· Use parallel formatting
· Use the report template that matches the STYLE of the memo/ resume/cover letter.

· Balance page white space

· Use bolds and CAPS for titles/ organizational features

* this is the only bullet that requires you to go outside “Careers-internet.org.”
Unit Two:  Block/ Friday
RESUME :  Little Theater

Prepare a professional Resume (100 PTS)  and 2 Cover letters (50 PTS EACH) using the same template STYLE that matches your Career Report.

Include the following:

· 2 References, not your parents – one can be a teacher

· Name/ title/ contact info

· Email

· Working phone #

· Be sure to let your contact know that I will be calling!  If he/she did not expect my call, -10 pts.

· If your contact info is incorrect, -20 pts.

· Goal/ Objective:  To obtain employment in the field of…

· Work Experience

· Education

· Projected graduation date:  May 2011

· GPA:  

· Schools attended ( Elementary/ Middle/ High School)

· Mo/Yr – Mo/ Yr

· City/ State

· Full address for AHS or other high schools attended

· Additional Skills/ Awards 
· Hobbies

Use your correct mailing address and email.  If you do not have a professional email account, create one NOW!   (nothing racy, suggestive, drug or alcohol related, or violent)

You will need the following for any place you have earned a paycheck:  

· Full business name
· Street address / city/ state

· Dates of employment – month/yr

Under your job title, list and bullet the responsibilities required by your job.

· Use active verbs     
For help with action verbs, see the following web page:

http://owl.english.purdue.edu/owl/resource/543/1/
· Use parallel format

For help with parallel formatting, see the following web page:

http://owl.english.purdue.edu/owl/resource/644/1/
· Be brief and professional
TWO  COVER LETTERS

A. Letter to teacher/ counselor  
B. Letter to college  OR  prospective employer[image: image1.png]



