Job Application Packet
To include: Job Description Memo, Cover Letter, Resume, 2 Peer Reviewed copies of Resume/Cover Letter 
Final Due Date: Wednesday, May 27, 2009 

Job Description Memo
Word Count Minimum: 100 words
An important part of writing a cover letter and a resume is tailoring these documents to your specific audience (i.e. the company you are applying to).  In order to do this, you must first research the industry, the companies you wish to work for and the specific requirements of each job.

For this assignment, you must detail two different jobs you plan to apply to.  In a memo, describe the two jobs and the company or companies who have posted the position.  The memo should outline the following:

· A brief job description of each position you plan to apply for.

· A list of strengths required by the position.

· Three reasons the company/job appeals to you.

· At least one concern you have about the job, company or your own skills in relation to the job.

· At least three questions you plan to ask an interviewer or company representative.

· The appropriate person to whom you will be sending your resume/cover letter, as well as their title and contact information.  

In order to complete this assignment, you will need to research companies in your field.  Your research can also include (but is not limited to) official company websites, news reports about the company, interviews with current employees or discussions with Career Resource Center employees.  You can look for companies that are currently hiring (print classified ads, on-line job sites etc.) or you can prepare a resume for your ideal job, which might not be listed as currently hiring (NASA astronaut, head coach for Florida Gators, etc.).  If you are planning to apply for jobs in the near future, I strongly advise you to use this time to create a real resume, tailored to potential employers.  

Cover Letter
Word Count Minimum: 150 words
Prepare a cover letter based on one of the jobs listed in your memo.  Be sure to follow the conventions and format from the book and tailor it to the specific job you have selected.  Highlight your strengths and how they apply to this specific position.
Resume
Word Count Minimum: 150 words, 1 page Maximum
Produce a professional caliber resume. It should be properly formatted, grammatically perfect and tailored to the job you wish to acquire. 

Peer Review
Your cover letter and resume must be peer reviewed by at least 2 of your classmates.  Edited drafts and peer review sheets should be turned in with your job application packet, in order for you to receive full credit for both of these assignments.  You must also peer review at least 2 of your classmates’ packets.  

