2

FULL NAME

Address 






        Phone Number Most reachable #

City, BC Postal Code 




    E-mail - APPROPRIATE ADDRESS
OBJECTIVE

Type objective here… might want to have 1-2 well-constructed sentences. What do you hope to gain from this job (other than money)?  How are you planning on using this experience in the future?  
 SKILLS & STRENGTHS
· Details of the skill

· Details of the skill

· Details of the skill

· Details of the skill

· Details of the skill
EDUCATION

20___ - Present 
New Westminster Secondary School
New Westminster, BC
Counselor         
Phone number

· Electives? Special courses (“Advanced”, “Enriched”, “Career Prep”…)?, Tutoring?

· Awards? Honour Roll? Clubs? Teams? Groups?
· Volunteer Work? Leadership Roles? Other highlights?

20___ - 20___ 
_____________ Middle School
City, Province

Counselor         
Phone number

· Major highlights… this is more a general reflection of the 3 years at middle school
WORK/ VOLUNTEER EXPERIENCE

20___ - 20___ 
Company/Institution Name
City, Province

Job Title        
Contact name           
Contact info phone or email

· details of position… really emphasize all the skills, duties & responsibilities you had/have

· more duties…
20___ - 20___ 
Company/Institution Name
City, Province

Job Title        

Contact name          

Contact info phone or email

· details of position… really emphasize all the skills, duties & responsibilities you had/have

AWARDS, CERTIFICATES & OTHER RECOGNITION
20___ - 20___ 
Award, Certification…
· details of what it is and what you had to do if applicable…
LANGUAGES
Language(s): 
Mention if you can speak, write and or read the language. Words like “fluent” or “basic understanding” also help in describing your proficiency of the language.
EXTRACURRICULAR ACTIVITIES, HOBBIES & INTERESTS
20___ - 20___ 
Team, Club, or Organization
City, Province

· details of what and skills gained…
Hobbies: Example: Swimming, Running, Basketball, Dance, Music, Piano, Cooking, Gardening, Gaming, socializing with friend… List what you like to do on your own time.  

REFERENCES

Full Name
Position

Phone #

E-mail

Full Name

Position

Phone #

E-mail

Full Name

Position

Phone #

E-mail

FULL NAME

Address 




        

       Phone Number (Most reachable #)

City, BC Postal Code 


       

    E-mail (APPROPRIATE ADDRESS)

October 14, 2014

Mangers Name or who you are applying too

Company Name

Address

City, BC

Postal Code

Dear Mr. or Ms. Last Name (try not to use To Whom It May Concern)

I
 am writing to apply for the position of _________________ with your company. 

I
 am a grade 10 high school student at New Westminster Secondary School that has a keen interest in________ (course, clubs, teams…).  As I continue my education, my interest is growing in __________________ (explain).  In particular, I have become extremely interested in __________ and have become involved in___________________ (what are you actually involved in?). 
My
 love for ______ over the years have led me to _______ where I am greatly involved with ____________ for the past __ years.  My strong _________ qualities I have grained and learned from these experiences have allowed me to become ____________.  I feel that these qualities can be a real asset to your company.

I 
am extremely interested in learning more about you company (be specific), facilities and programs.  I look forward to meeting with you and discussing the possibility of employment. (also let them know the best way to contact you)

Yours sincerely,

Remember to SIGN here

when you hand in to an 

employer.
Full Name
Enclosures

Four Peer Proof Readers From within Class (4 marks)
1. Name

2. Name

3. Name
4. Name
Two Job or Wanted Ads of Jobs You Could Apply for Today (6 marks)
1. Website (can cut and paste): _____________________________________________

Company name & address: ______________________________________________
________________________________________________________________________________________________________________________________________

Personal Requirements & Job Duties: ______________________________________

________________________________________________________________________________________________________________________________________
2. Website (can cut and paste): _____________________________________________

Company name & address: ______________________________________________

________________________________________________________________________________________________________________________________________

Personal Requirements & Job Duties: ______________________________________

________________________________________________________________________________________________________________________________________

Bonus (5 marks):  Job Application Form 
· Find and complete a job application form and attach it to your resume and cover letter or print it out and hand it into your teacher.
Planning 10: Résumé Package – Marking Sheet


Scoring:
0 = did not do and/or did not submit; 

2 = meets minimal expectations;

1 = not yet met expectations; 


3 = fully meets expectations
 




	Résumé
	
	Cover Letters

	Content
	
	Content

	Full name ( Mailing Address ( Contact Information
	0 1 2 3
	
	Appropriate date, “Re” line is included/appropriate, “Salutation” line is included: either to the person in the inside address , and “Sincerely” is used
	0 1 2 

	Objective is clear: states what you are expecting to gain and how you are going to use it in the future 
	0 1 2 3 
	
	Addresses:
Student = name, position, complete mailing address

“Inside” = contact name, company, full mailing address
	0 1 2 

	Skills are identified clearly and in detail
	0 1 2 3 
	
	Appropriate opening and closing paragraphs
	0 1 2 3

	Education is listed ( Contact Information ( Highlights of major activities is listed
	0 1 2 3
	
	Appropriate middle paragraph(s): demonstrates a matching of his/her skills and qualifications to the posted job
	0 1 2 3 

	Work /Volunteer Experience is listed ( highlighting duties, strengths and accomplishments ( Contact Information is listed
	0 1 2 3
	
	Two “help wanted” advertisements, nicely cut and pasted and attached to your resume & cover letter 
	0 1 2 

	Relevant interests, hobbies and other categories included in résumé to make it reflect the true characteristics and abilities of the student
	0 1 2 3
	
	Customized Cover Letter: one can easily tell that the letter has been customized to fit the needs of the different job requirements
	0 1 2 

	References: Full name ( Position ( Full Contact Info
	0 1 2 3
	
	Organization and Appearance

	Organization and Appearance
	
	Layout: all proper alignment has been followed and looks like a well thought out letter… good margins, spacing…
	0 1 2 3

	Good consistent résumé style – highlights student’s strengths
	0 1 2 3
	
	Spelling, grammar, and punctuation are accurate throughout
	0 1 2 3

	Spelling and grammar are accurate throughout
	0 1 2 3
	
	
	

	     Résumé is neat and easy to read/follow

     White (blank) space, margins, fonts, and   

     other formatting features are used

     consistently and enhance the résumé’s

     look
	0 1 2 3
	
	Bonus: 5 marks for finding and completing a job application form.
	

	
	
	
	
	

	TOTAL
	/30
	
	TOTAL
	/20


Four proof reader completion and two help wanted ads:



/10













/60
Teacher Comment:
Student:








�Paragraph One (WHY…?):


Why are you applying.  Identify the purpose of the letter and the specific job for which your application is being made.


�Paragraph Two (WHO…?):


Call attention to your qualifications highlighting things which are important for the job.


�Paragraph Three (WHAT…?):


Give brief information which outlines your experience in the field or what you think you have as fare as qualities need in that field.


�Paragraph Four (WHEN…?):


Express enthusiasm for the job and the company.  Let them know how and when they can reach you. 







 NAME, page 1


Name, page 4

