ENVS 151 Fall 2006



Draft (2 copies) due in class Tues., 9/12
Prof. Danks




Peer-edits (2 each) Due in Class Thurs 9/14







Final Rewrite (1 copy) due Thurs., 9/21
RESUME and COVER LETTER and ANNOUNCEMENT
Purpose of Assignment:

1)  To reflect on your experiences which may qualify you for entry-level environmental positions; 
2)  To prepare a resume to serve you in job and internship investigations; 

3)  To practice writing an effective cover letter for a job inquiry;

4)  To encourage you to look at resources which announce job and internship options.
Assignment:  2 draft copies of each of the following (1 final copy of each):

1)  Resume -- Prepare a one-page resume following the guidelines given in class and reviewed on the handout.  Include these elements:


a)  Name, address, email, and phone -- both current and permanent (if different)


b)  Education --college, abroad, and high school if appropriate (as discussed in class)

c)  Employment -- which could be framed as Professional Development, Work Experience, Related Experience, etc.



-- For each entry, be sure to provide job title, organization, location, 


job description in brief, and dates worked.

d)  Volunteer Activities -- if environmental, could be combined with environmentally-related work experience



-- For each entry, be sure to provide job title, organization, location, 


job description in brief, and dates worked.


e)  Honors and Awards (if there are at least several)



f)  Interests/Avocations/ Skills/

g)  "References Available On Request" (optional)
Review your first draft for readability.  A resume should be easy to read over quickly, so layout is very important.  Make use of boldface or all capital letters or underlining (but not all three!) to highlight headings.  Use columns to set off information, i.e. years of employment from name of job.  You may want to try some of the computer programs designed for formatting resumes, but they might not be helpful.  They can be limiting, unattractive & hard to edit; so if they are not helpful, abandon them and do your own layout.  Read the guidance for electronic resumes and consider how formatting and wording might be modified.
2)  Cover Letter --  Prepare a one page cover letter for an actual job or internship you may be interested in.  (You can find sample jobs or internships on the ENVS bulletin board, in the resource center notebooks, and online.)  Follow guidelines suggested in class and in the handout.  Keep the letter to one page and at least two paragraphs (three is often ideal).

3)   A 1 page copy of the Announcement for the job or internship to which you are applying.  If you are “cold calling” on an organization/business you would like to work for but has not advertised an opening, provide a brief description (< 1 page) of the organization and/or the specific program in which you are interested.  (It could be a print out from their website or photocopy of an entry in a book.)
Hints for doing well on this assignment:

Resumes:

1. A readable, attractive, consistent format counts for a lot

2. NO TYPOS!!!  A resume with a single typo drops a full letter grade on the final, not because I’m mean, but because it will hurt you greatly in a real job search.
3. PROOF READ!
4. Stick to 1 page.  Often people won’t turn sheet over and miss 2nd page.

5. Fill up the page – include skills & interests, use white space well.

6. Bring 2 copies on 9/12; one copy on 9/21..
Cover letter recommendations:
1.   Address letter to a person if at all possible.

2.   State why you are interested in the position.
3.   Indicate that you know something about the organization and/or the position.
4.   If stating why you would be a good candidate, give a straightforward description of skills with a brief example / case to back it up.

5.   Highlight /explain anything of importance on resume, but do not simply repeat it.  The cover letter and resume should work well as a package, but don’t assume that both are read.
6.   Show you can communicate well.  

7.   Be brief.
8.   Check Writers Brief Handbook for advice on writing business letters (in “Special kinds of writing”)

9.  Bring 2 copies on 9/12; one copy on 9/21.
Announcement:

1. Don’t forget to include the job announcement in both the drafts and the final.  It is part pf the assignment.  And it helps your peers & I give you better feedback.  Without it, you lose a full letter grade.  
2. PUT YOUR NAME ON IT!!!

3. Bring 2 copies on 9/12 as both peer-editors need to see it.  This assignment is evaluated as a package of all 3 pieces – cover letter, resume & “announcement”.  One copy on 9/21.
Peer-editing:

1. Refer to instructions given in class and to this assignment handout.

2. PUT YOUR NAME ON IT indicating that you are the peer-editor – or you won’t get credit for it.
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