

2007—English 310

The Résumé and Cover Letter

Find a REAL job posting that you could realistically apply for—in the newspaper, online, or at a career center—and create a résumé and cover letter for submission.  Remember to retain the job posting so you can attach a copy of it to your résumé and cover letter.

Remain as honest and realistic as possible, but there may be a few things you will have to make up, such as the address of the business or the completion of your degree.  You might also need to make up the name of a contact person (i.e. Janet Blackstone, Human Resources Manager) so that you can address your cover letter to a specific person.

Model the format of both the résumé and the cover letter after the examples posted on your class website.  Keep your résumé to one page in length.

The completed assignment that you will submit to me should consist of all three parts:  the job posting, the cover letter, and the résumé.

1. Use the vocabulary from these categories to describe your skills.

2. These sites may have jobs for which you might apply:

www.higheredjobs.com / www.federaljobsearch.com / www.usajobs.opm.gov / www.studentjobs.gov / http://caljobsource.com/cagov.html 

Self-Management Skills

Accept supervision /  hard worker / get along with coworkers / honest /  get things done on time /  productive /  good attendance /  punctual / able to coordinate / good-natured / ambitious / helpful / assertive / humble / capable / imaginative / cheerful / independent / competent / industrious / complete assignments / informal / conscientious / intelligent / creative / intuitive / dependable / learn quickly / discreet / loyal / eager / mature / efficient / methodical / energetic / modest / enthusiastic / motivated / expressive / natural / flexible / open-minded / formal / optimistic / friendly / original / patient / solve problems / persistent / spontaneous / physically strong / steady / practice new skills / tactful / reliable / take pride in work / resourceful / tenacious / responsible / thrifty / self-confident / trustworthy / sense of humor / versatile / sincere / well-organized

Transferable Skills

Instruct others / meet the public / negotiate / organize and manage projects / manage money and budgets / public speaking / manage people / written communication / meet deadlines 

Skills for Working with Data

Analyze data / evaluate / audit records / investigate / budget / keep financial records / calculate and compute / locate information / check for accuracy / classify things / observe and inspect / compare / record facts / compile / research / count / synthesize / detail-oriented / take inventory

Skills for Working with People

Administer / kind / advise / listen / care for / negotiate / coach / outgoing / confront others / patient / counsel people / perceptive / demonstrate / persuade / diplomatic / pleasant / help others / sensitive / instruct / sociable / interview people / supervise / tactful / trusting / tolerant / understanding / tough
Skills for Working with Words and Ideas

Articulate / inventive / communicate verbally / library research / correspond with others / logical / create new ideas / public speaking / design / remember information / edit / write clearly / ingenious

Leadership Skills

Arrange social functions / mediate problems / competitive / motivate people / decisive / negotiate agreements / delegate / plan events / direct others / results-oriented / explain things to others / risk-taker / influence others / run meetings / initiate new ideas / self-confident / make decisions / self-motivate / manage or direct others / solve problems

Creative and Artistic Skills

Artistic / expressive / dance and body movement / perform and act / drawing and art / present artistic ideas / 

