 (
Task: Writing a resume and cover letter
)




 (
After
) (
Before
) (
During
)

 (
Revise, edit, polish
) (
Organize ideas and information – priority according to purpose – what info goes in each?
) (
Clarify audience and purpose – determine info/ detail required
)


 (
Reflect
) (
Seek permission from references – protocol for this and other processes
) (
Read sample cover letters and resumes – which would you hire and why?
)


 (
Share
) (
Revisit examples – seek feedback from others
) (
Brainstorm details – determine categories needing information
)


 (
Save!
) (
Consider register, formal language, proper phrasing and word choice
) (
Clarify text structures and features for letter and resume
)


 (
Experiment with technology
) (
Consider engagement – how to focus ideas
)


 (
Consider font, size, formatting
) (
Plan for drafting
)



Knows                                                                                                                                                                           Enduring Understandings   
 (
Aspects of resume and cover letter
Protocol for references and so on (applying procedures)
Ways to attract attention while still being professional
How to use necessary technology – e-submit, word processing, formatting
)
 (
A resume and cover letter are a persuasive texts
 that have a specific purpose
That you have to balance “getting noticed” with “staying professional”
That to create effective resumes and cover letters, we have to be honest about our own strengths
That we cannot lie in a resume or cover letter – interview fall out
That there are specific organizational features of resumes and cover letters
)





Dos     											Essential Questions    
 (
Look at examples
Discuss purpose, persuasive techniques, structures and features
Brainstorm information – revisit appropriate info to include
Draft
Revise, edit
Reflect
Publish
) (
How are resumes and cover letters persuasive?
How can I get noticed while staying professional?
How can I identify my own strengths?
Why can’t I embellish on a resume?
How are resumes and cover letters unique?
How do I apply for and get a job?
Why do we do resumes and cover letters?
)








                                                                                                                                                                  
Outcomes
 (
CR 8.1
) (
CC 8.1
)

 
 (
CR 8.7
) (
CC 8.3
)

 (
AR 8.1 and 8.2
) (
CC 8.4
)

 (
CC 8.8
)


























