 (
Task:
 Letter of application and r
é
sum
é
)




 (
After
) (
Before
) (
During
)

 (
Revise, edit, 
polish
) (
Apply appropriate organizational features
) (
Clarify all aspects and requirements for position being applied for
)


 (
Seek feedback
) (
Consider appearance – keep it professional but also capture attention
) (
Look at examples of documents
)


 (
Consider cover page, appearance, paper quality
) (
If electronic or printed – clarify procedures for sharing
) (
Consider message you want to send through combination of both documents
)


 (
Share
) (
Continue to work on refining the message and supporting with appropriate details
) (
Clarify style and voice
)


 (
Set goals for the future – continue to work on match self with positions
) (
Work on clarity of language – grammar, punctuation, spelling, brevity
) (
Be clear about text structures and features
)


 (
Complete drafts – understand the specific role of each
) (
Map out details and information
)



Knows                                                                                                                                                                           Enduring Understandings   
 (
A 
letter of application and r
é
sum
é work together to send a message about you and why you are a fit for  certain position
The 
letter of application and r
é
sum
é each serve a unique purpose as well
There are structures and features that must be adhered to
Remember, the purpose is to promote yourself and your best attributes
You need to be crystal clear about necessary skills and attributes for each position in order to promote how you “fit”
) (
Skills, attributes, background
Necessary skills and attributes for job
Investigate employer/ company
Text structures and features for letter of application and r
é
sum
é
How they should be shared (electronic, paper, both)
)






Dos     											Essential Questions    
 (
How do a l
etter
 of application and r
é
sum
é work together to send a message?
What is the message and how do you best deliver it?
How are the 
letter of application and r
é
sum
é different? What purpose does each serve?
What are the structures and features of each?
How do I best promote myself?
How can I create the best product possible?
) (
Investigate job being applied for
Investigate employer or company
Clarify necessary skills and attributes
Map out own qualifications and experiences
Clarify how letter and r
é
sum
é will work together
Draft, seek feedback, edit and revise
Polish
Send
)








                                                                                                                                                                  
Outcomes
 (
AR 20.1
) (
CC and CR20.1
)

 
 (
AR 20.2
) (
CC 20.4
)

 (
CR 20.4
)

 (
CC 20.2
)


























