COVER LETTER & RESUMES
DRAFTS DUE:____________________    
FINAL COPIES DUE: ______________________
Step 1:  Cover Letter (1 page)
Write a cover letter for one of the following:

· College Application

· Scholarship Application

· Job shadowing / Internship
· Job opening / Advertised job
· Promotion at your current place of employment
Be sure to include all 6 parts of a cover letter in your final document, and tailor the cover letter to the job/opportunity you selected.

Step 2:  Resume (1 page) 
The resume lists the following information about you:  

· Contact information
· Education

· Objective (optional)

· Work or Volunteer Experience

· Activities and/or Achievements
· References (see below)
List the most current job (or longest); then go backwards in time.
Step 3:  References 
You must have three references either included on the resume itself or listed on a separate paper.  Have the following information for each one.

· Name 

· Title – how they are connected to you
· Contact information – how to reach them during the day

You cannot use friends or family members, unless they are your employer.  Parents and peers are never allowed to be references.
