PREPARE A PERSONAL RESUME AND A 
COVER LETTER TO ACCOMPANY IT
Performance Objective: The student will prepare a personal resume and letter of application that could be used when the student actually seeks employment.
	Conditions to be met for successful completion of this competency

Time Limit - No time limit    Other Conditions - resume and cover letter should be on resume paper
Points per step- Teacher will grade it        Max. score- 20 pts for each cover letter & resume                         




Evaluator #1 (self checked) _______________________________________Date______________________

Evaluator#2 (classmate) _________________________________________ Date_____________________

Evaluator#3 (teacher) ___________________________________________ Date_____________________

Check box only if step was performed correctly. A blank box indicates that the step was not performed to satisfaction.

                                                                                                                                                                                                            1st
 2nd
3rd
1.  Prepared the resume so that it was neat and made a good impression.

2.   The resume included information concerning

      A personal directory

      Employment objective

      Work experience

      Education

      Work-related activities 

      Personal data

      An offer to supply references
3.   Prepared a letter of application that contained the appropriate information,                                                                       

4.  The letter was neat and made a good impression.

Student’s score                                                                                                                                                    _____       _____    _____      
