Career Unit
Plan and Research

Upon completing this unit, you will be able to:
Create and type an Application Letter
Create and type a Resume’
Create and type a Thank You Letter
Complete a Job Application

Prepare Answers to Interview Questions
Assignment 
Computer Keyboarding Summer Session

Career Unit - Plan and Research 

Correctly format each of following documents according to instructions.

Use internet search engines to assist in creating each document. 

E-mail final product as an attachment to the instructor.  

Place name and date at the bottom of each document submitted. 

Application Letter 

Resume 

Thank you Letter 

List 10 commonly asked Interview Questions with a brief response.

Application Letter 
Job seekers frequently send résumés or employment applications as attachments to a cover letter, by way of introducing themselves to recruiters or prospective employers and indicating their interest in the positions. 
Employers may look for individualized and thoughtfully written cover letters to screen applicants who are not sufficiently interested in their position or who lack the required writing skills. 
A cover letter is an accompanying letter that introduces you and your resume to a potential employer. You can send a cover letter with every resume you submit. A cover letter should not be longer than one page in length and contain 2 to 3 short paragraphs. There are three types of cover letters:

· The application letter which responds to a known job opening 

· The prospecting letter which inquires about possible positions 

· The networking letter which requests information and assistance in your job search 

Format
Cover letters are generally one page at most in length, divided into a header, introduction, body, and closing.
· Header. Cover letters use standard business letter style, with the sender's address and other information, the recipient's contact information, and the date sent after either the sender's or the recipient's address. 

The final part of the header is a salutation (e.g., "Dear Hiring Managers"). 

· Introduction. The introduction briefly states the specific position desired, and should be designed to catch the employer's immediate interest. 

· Body. The body highlights or amplifies on material in the resume or job application, and explains why the job seeker is interested in the job and would be of value to the employer. Also, matters discussed typically include skills, qualifications, and past experience. If there are any special things to note such as availability date, they may be included as well. 

· Closing. A closing sums up the letter, and indicates the next step the applicant expects to take. It may indicate that the applicant intends to contact the employer, although many favor the more indirect approach of simply saying that the applicant will look forward to hearing from or speaking with the employer. After the closing is a valediction ("Sincerely"), and then a signature line. 
Optionally, the word “Enclosure” should be used to indicate that there are enclosures. 
Example 
207 Brainard Road

Hartford, CT 06114-2207

April 3, 2009
Mr. Justin A. Alaron

Brighton Life Insurance Co.

I-84 & Rt. 322

Milldale, CT 06467-9371

Dear Mr. Alaron

As a senior at Middle High School, I participate in the Shadow Experience Program (SEP).  The enclosed resume indicated my career objective: to become an actuary for a large insurance company.

AEP encourages students to “shadow” a person who is working in their planned field.  I would like to shadow you to see firsthand what an actuary does.  I can spend one or two days with you at your office during the coming month.

Please send your written response to me so that I can present it to Ms. Michelle Kish, SEP Coordinator.  Thank you. 

Sincerely

Ms. Valerie E. Lopez

SEP Member

Jdd

Enclosure

c Ms. Michelle Kish

Resume’
· A brief account of one's professional and/or work experience and qualifications, often submitted with an employment application.

· Regardless of your occupation, work history, or objective, you need a résumé in order to get a job.
 
The handwritten application, in which you had to squeeze the required information into very small boxes, is largely out of use. Applying for a job today means submitting an electronic résumé via the Internet or completing an application form via a company’s Web site or at a kiosk in the employer’s offices. 
 
A résumé is mandatory if part of your job-search plan is to place your application on file at an employer’s career site or a job-posting board. Think of your résumé as a personal advertisement and request for an interview. (Bob Skladany is the chief career counselor for RetirementJobs.com.)
· General Format and Appearance

Résumés should not exceed one page for most occupations, though educators and some professionals may require longer curricula vitae. Prepare your résumé in a standard word-processing application, such as Microsoft Word, using a traditional, easily read font, such as Arial or Times New Roman. Keep the text in a uniform font size of 10 or 11. Your name, section headings, and employers’ names can be in a bold and in a somewhat larger font, perhaps 12 or 13. Avoid multiple fonts and excessive bolding, italics, and underlining.(Source: AARP.org)
· USE ACTION   WORDS --Never use the word,  ” I “. 
When listing and describing your experience, never use “I”, begin each statement with an action words.  These are verbs that allow the reader to visualize what you accomplished.  

Bad Example:  
 I washed cars every Saturday in June with church kids.

Good Example:  June 2009 
 Participated in youth group car wash.
Four Week Commitment 

Examples 
FIRST MIDDLE LAST 

123 Avenue Drive

Johnson City, TN 37601

(423) 456-9874

myemail@yahoo.com

EDUCATION:
Science Hill High School


Graduation Date: 2012




1509 John Exum Parkway


Computer Classes




Johnson City, TN 37601


GPA: 3.7

WORK EXPERIENCE:




Worked for Johnson City Schools




Volunteer at Pine Oaks Assisted Living Community 




Babysit for Neighbors




Worked for Mother’s Business




Worked for Father’s Business

ACTIVITIES:
2007
Swimming and Diving Team


2008
Live It Louder Praise Team


2007-2009 
Sign Language Classes


2008 
SGA


2006-2009 
Band and Marching Band

SKILLS AND ABILITIES:

Chef



Cook good meals

Computer


Good with computers, keyboarding skills are proficient

Math



Good with numbers

Spanish


Knows Spanish

Cleaner


Very Organized

Planner


Love to plan events

INTERESTS AND HOBBIES:
Social



Love to speak with people and great speaking skills

Reader


Like to read

Singing


Sing in Praise Team at Church

Piano



Play piano in church

Sing Language

Interpreting sermons at church

REFERENCES: 

Mrs. Reid


Keyboarding Teacher





423-232-2192

Pastor Greene
Pastor, The Pentecostal Church of Johnson City  

423-610-6000

Mr. Robert McKinney
Eastman Chemical Company





423-229-6570

First Middle Last 
123 Street Avenue 
Johnson City, TN 37615

(423) 123-4567 (h)         (423) 234-5671 (c) 
myname@gmail.com 
EDUCATION:
Science Hill High School


Graduation Date: 2012 
1509 John Exum Parkway


Grade Point Average: 4.0

Johnson City, TN 37604


Honors Classes-College Path

ACTIVITES:

1999-Present




Compete in gymnastics for Premier Athletics
2005-Present




Youth Group at St. Mary’s Catholic Church

2008





Youth Group Mission Trip to Pahokee, Florida

2007-2008




Tutored school children in fourth grade
SKILLS AND ABILITIES:

Gymnastics




CPR Certified

Can take all vital signs


Efficient in Microsoft Word/PowerPoint 

Works well with adults and children
A dependent and honest person

Very organized and punctual

Can read well to children or adults
A good student; helps out academically 
Can type documents accurate and rapidly
EXPERIENCE:

Babysitting 

Various neighbors and friends all year long




Children between ages 2-11

Waitress

Applebee’s Restaurant

Pancake Breakfast
Hostess

Ridges Golf and Country Club
Seated for an Easter Brunch

REFERENCES:
Wanda  Dodd



Family Friend 



423)123-9874

Cheryl Conrad


Teacher



(423)456-7896

Sherry Cockerham 


Geometry teacher


(423)345-6987





Thank You Letter 

Writing a thank you letter, or thank you email,  after an employment interview is a must. In fact, some employers think less of those interviewees who fail to follow-up promptly. 
Plan to send out your thank you letters or thank you notes as soon as possible (preferably within twenty-four hours) after your interview

View Your Thank You Letters as Sales Letters 

You may also view your thank you letters as follow-up "sales" letters. In other words, you can restate why you want the job, what your qualifications are, how you might make significant contributions, and so on. 
This thank you letter is also the perfect opportunity to discuss anything of importance that your interviewer neglected to ask or that you neglected to answer as thoroughly, or as well, as you would have liked. 
Remember to Proofread 

Check spelling, grammar, typos, etc. If in doubt about the correct names, spellings or titles of your interviewers, call the office to double-check. Your efforts will be worth it! 
Listed below are a few helpful links. 

http://www.ehow.com/how_4554525_write-thank-letter.html
http://www.mahalo.com/how-to-write-a-thank-you-letter
Example--Thank You Letter 
8503 Kirby Drive 

Houston, TX 77054

May 30, 2009 

Ms. Jenna St. John 

Personnel Director 

Regency Insurance Company 

219 West Greene Road 

Houston, TX  77067 

Dear Ms. St. John 

Thank you for discussing the customer service opening at Regency Insurance Company.  I have a much better understanding of the position after meeting with you.
Your assistant, Mr. Mead was extremely helpful in explaining the specific job responsibilities.  My previous jobs and my business technology classes required me to complete many of the tasks that he mentioned.  With minimal training, I believe I could be an asset to your company. 

Even though I realize it will be a real challenge to replace  your last customer service representative, it is a challenge that I will welcome.  If there is further information that would be helpful as you consider my application, please let me know. 
Sincerely, 

Douglas H. Ruckert
Job Application 

Complete the application on the Quia.com webpage. 

When you apply for a job you are typically asked to complete an employment application. You may be asked to complete a job application even if you have already submitted a resume and cover letter. That way, the employer has a record of your personal and employment history, verified and signed by the applicant.

It's important for your job applications to be complete, correct (no errors) and accurate. Here is the information you will need to complete an application for employment and tips and suggestions for writing applications that make a great impression.

Listed below are a few helpful links to assist you. 
http://www.ehow.com/how_2030848_fill-out-job.html
http://jobsearch.about.com/cs/jobapplications/a/jobapplication.htm
www.careersmarts.com/shrm/media/jobapps.ppt
yc.edu/content/.../pdf/How-to-fill-out-job-applications.pdf

Please search other websites.
Interview Questions Answers 
Submit 10 questions with a well thought out response. 

Job interviews are always stressful - even for job seekers who have gone on countless interviews. The best way to reduce the stress is to be prepared. Take the time to review the "standard" interview questions you will most likely be asked. Also review sample answers to these typical interview questions. 

Then take the time to research the company. That way you'll be ready with knowledgeable answers for the job interview questions that specifically relate to the company you are interviewing with. 

Listed below are a few helpful links. 

http://businessmajors.about.com/od/jobsearch/a/interviewquest.htm
http://www.cvtips.com/job_interview_questions_and_answers.html
http://career-advice.monster.com/job-interview/interview-questions/jobs.aspx
Please search other websites.
