Get a Job! 
Job Search:
Begin by searching for a full or part time job that applies to your skills and interests. This job must be realistic, and attainable to you today. You may not use a made up or unrealistic position (ie. leprechaun, trophy wife, and NFL superstar are all off the table).  

You may use any of the job search tools at your disposal. Monster.ca, KWJobShop.ca, etc. are all available. Once you have found a position, carefully read the details and required skills and experience. If it applies to you, you may use it for the rest of this project.

Begin by summarizing the position and explaining why it is the ideal position for you. Your summary should include the following:

· Job description and duties

· Qualifications and skills required for the job

· Labour market information (including compensation levels)

· Finally, explain why this is the ideal position for you
Due Date: ​






Resume:
Based on the examples we viewed in class, create a functional resume which you could use to apply to the job you’ve found. You may use templates found in MS Word or online, but be careful, some online resources will try to charge a fee when you’re ready to print (after you’ve done all the work). Make sure your resume includes the following:
Content: 

· Personal Information (name, address, phone number, and e-mail address) 
· Objective

· Highlights of Qualifications
· Skills 

· Work Experience 

· Part-time work 

· Volunteer work 

· Education 

· Honours and Awards (optional)
· Interests and Activities (optional)

Length and Format: 

· at least one complete page

·  12 point font

· A standard font (ie. Times New Roman or Arial)

· 1” margins

Due Date: ​






Cover letter:
Based on the examples we viewed in class, create a cover letter that has been tailored for this specific job. You will hand in a rough copy and typed good copy. Your cover letter should include the following:

Content:

· Name, return address, dateline, inside address, salutation, body, and a complimentary close. 
· Your first paragraph should include a statement that you are interested in the position and your desire to obtain an interview. 
· The second paragraph should include any major accomplishments this company would be interested in hearing about. You should also list your overall skills that you can offer your employer. 
· In your final paragraph, tell them that you look forward to hearing from them soon. 

· Your closing should typically be “Sincerely”

Length and Format: 

· At least 200 words
· 12 point font

· Times New Roman or Ariel font

· Block letter formatting (demonstrated here)
Due Date: ​






Interview:
Finally, you will participate in a mock interview for the position. Interviews will be held in class, with your peers as an audience.  It is expected that you prepare for this interview the way you would an actual job interview. 

· Complete the job interview preparation worksheets found on the class website

· Review interview tips, also found on the website

· Be prepared with thoughtful answers, hard copies of your resume and cover letter, and dress to impress
All rubrics are on the following page.

Check the class calendar for due dates.

Job Search Summary: 







Total: 

/10
	Criteria
	R
	Level 1
	Level 2
	Level 3
	Level 4

	Summary Techniques
	
	· Job description is poorly summarized

· Transferable skills are poorly explained

· Labour market information is  inaccurate
	· Job description is somewhat summarized

· Transferable skills are somewhat explained

· Labour market information is  mostly accurate
	· Job description is summarized

· Transferable skills are explained

· Labour market information is accurate
	· Job description is concisely summarized

· Transferable skills are thoughtfully explained

· Labour market information is accurate and organized

	Inquiry
	
	· Used the job search tools with an poor skill level

· Job is unrealistic for student’s skills or interests
	· Used the job search tools with an adequate skill level

· Found a job that suits student’s skills
	· Used the job search tools with an appropriate skill level

· Found a job that suits student’s interests & skills
	· Used the job search tools with an excellent skill level

· Found a job that is ideal for student’s interests & skills

	Style & Mechanics
	
	· Summary is poorly written

· Much too short / long

· Many mechanical errors
	· Summary is fairly written

· Somewhat too short / long

· Some mechanical errors
	· Summary is well written

· 1 page in length

· Minimal mechanical errors
	· Summary is very well written

· 1 page of concise, organized writing

· No mechanical errors


Resume Evaluation: 







Total: 

/20
	Criteria
	R
	Level 1
	Level 2
	Level 3
	Level 4

	Layout & Formatting
	
	· Disregards most guidelines for length, spacing, alignment, font size

· Formatting is inconsistent

· 5+ problems
· Unclear organization
	· Somewhat follows guidelines for length, spacing, alignment, font size

· Formatting is fairly consistent

· 3-4 problems
· Fair organization 
	· Follows guidelines for length, spacing, alignment, font size
· Formatting is consistent
· 1-2 problems
· Good organization (chronological or importance)
	· Follows guidelines for length, spacing, alignment, font size
· Formatting is very consistent

· 0 problems
· Great organization (reverse chronological)

	Content
	
	· Few necessary items are included 
· Emphasized traits hold little relevance to the position
	· Some of the necessary items are missing 

· Emphasized traits hold some relevance to the position
	· Almost all necessary items are included (objective, dates, places, etc.)
· Education and experience are relevant to the position
	· All necessary items are thoroughly completed

· Highlights applicable traits and experience, making them invaluable to employer

	Style & Mechanics
	
	· Poor voice, vaguely described details

· 5+ mechanical or grammatical errors
	· Fair voice, details described with some clarity
· 3-4 mechanical or grammatical errors
	· Good voice, clearly described details

· 1-2 mechanical or grammatical errors
	· Great voice, clearly described details

· 0 mechanical or grammatical errors

	Planning
	
	· Planning is mostly incomplete
	· Planning is somewhat complete
	· Planning is mostly complete
	· Complete & thorough planning


Cover Letter Evaluation: 






Total: 

/20
	Criteria
	R
	Level 1
	Level 2
	Level 3
	Level 4

	Layout & Formatting
	
	· Disregards most guidelines for length, spacing, alignment, font size

· Formatting is inconsistent

· 5+ problems
	· Somewhat follows guidelines for length, spacing, alignment, font size

· Formatting is fairly consistent

· 3-4 problems
	· Mostly follows guidelines for length, spacing, alignment, font size

· Formatting is consistent

· 1-2 problems
	· Follows guidelines for length, spacing, alignment, font size
· Formatting is very consistent

· 0 problems

	Content
	
	· Few necessary items are included 

· Emphasized traits hold little relevance to the position
	· Some of the necessary items are missing 

· Emphasized traits hold some relevance to the position
	· Almost all necessary items are included 

· Highlights applicable traits and experience, relating them to the position
	· All necessary items are included 

· Highlights applicable traits and experience, making them invaluable to employer

	Style & Mechanics
	
	· Poor voice, vaguely described details

· 5+ mechanical or grammatical errors
	· Fair voice, details described with some clarity
· 3-4 mechanical or grammatical errors
	· Good voice, clearly described details

· 1-2 mechanical or grammatical errors
	· Great voice, clearly described details

· 0 mechanical or grammatical errors

	Planning
	
	· Planning is mostly incomplete
	· Planning is somewhat complete
	· Planning is mostly complete
	· Complete & thorough planning


Name: 





Position:



Total: 

/20
	Criteria
	R
	Level 1
	Level 2
	Level 3
	Level 4

	First Impressions
	
	· Poor initial impression, unprepared
	· Fair initial impression, prepared w/ a of CL & Resume
	· Good initial impression, prepared w/ copies of CL & Resume
	· Great initial impression, prepared w/ copies of CL & Resume

	Knowledge
	
	· Knows little information about the position
	· Knows some information about the position
	· Knows general information about the position & company
	· Thorough knowledge about the position & purpose of company

	Personal Attributes
	
	· Poor eye contact and posture, little confidence projected
	· Fair eye contact and posture, appears somewhat confident
	· Good eye contact and posture, appears confident
	· Great eye contact and posture, exudes confidence

	Attitude
	
	· Appears disengaged in the interview
	· Appears interested in the interview
	· Genuinely interested in the interview
	· Interested and enthusiastic in the interview

	Appearance
	
	· Dressed casually
	· Dressed in appropriate attire
	· Dressed in appropriate business attire
	· Impressively dressed in business attire

	Responses
	
	· Answers show little relevance to the position

· Does not ask questions / asks irrelevant questions
	· Gives somewhat knowledgeable answers 

· Asks somewhat relevant questions
	· Gives knowledgeable answers that seem genuine

· Asks relevant questions
	· Gives knowledgeable, genuine answers 

· Asks pertinent questions


