Computer Applications
Word #4


WORD #4: Personal e-Flyer, Resume, & Cover Letter

For this activity, you will create an e-flyer, resume, and cover letter using MS Word.  

Scenario:

Upon completion of your senior year of high school, you will apply for a summer job prior to continuing your education.  Create an e-flyer, resume, and draft a matching cover letter that highlights your education, prior work/volunteer experience, and skills and abilities so that this potential employer will be convinced to hire you. 

NOTE: You may also choose to create a “real-time” resume that outlines your current education, experience, skills, etc. for an actual job or college/scholarship application.

E-Flyer Requirements:

· Create an e-flyer that introduces you to a potential employer or that you could post on your own website using the skills you gained in Project 1. The flyer needs to contain:

· At least two (2) photos of you

· A short narrative of who YOU are

· Three (3) bulleted “featured” skills/abilities YOU have

· Use the concepts and techniques from Project 1 to create and format the flyer.

· Must be 1 full page.

Resume Requirements:

· Find a resume template you like in the collection of MS Office templates.
· File → New → Office.com Templates → Resumes & CVs → Basic Resumes
· Find one with room for at least four categories.
· Insert category titles that best match your skills, experience, and education from most important to least important.

· Objective must be 1st; Education must be 2nd.

· Other ideas: Work experience, Volunteer experience, Languages, Interests and activities, Awards received, etc.

· Include “Technical skills” as one of your categories.

· Enter your personal information.

· Fill in your resume with accurate information about where you expect to be by the end of your senior year.

· For Objective, locate an actual position at a real company, and begin with “To…”

· Example: To secure a customer service position at Nordstrom.”

· For Education, your “Degree/Major” is “High School Diploma.”

· List the subject area and years of study for your bullet points.

· Use action verbs to describe your work experience.

· Example: Managed daily nutritional requirements for active children.

· Must be 1 full page or 2 full pages.

Cover Letter Requirements:

· Create a cover letter that matches your resume using the skills you gained in Project 3. The letter needs to contain:

· A shape and/or clip art

· A table (to present your areas of concentration in school)

· A bulleted list (to present activities in which you are involved)

· Use the concepts and techniques from Project 3 to create and format the letter according to the modified block style.

· Type a relevant and “promotional” cover letter that highlights reasons why you should be hired for this job; use the Internet for examples of effective cover letters.

· Locate and insert the actual mailing information for the company that you identified in your resume.

· Match the fonts and colors in your resume to your cover letter.

· Proofread, and spell check!

· Must be 1 full page.

