California State University, Fullerton

Department of Speech Communication

SPCH 325, Dr. Page  

                   


LETTER OF APPLICATION AND RESUME


[Supplement to Assignment #1]

             

DUE:   See assignment for your specific due date

1. Provide copy of position announcement, letter & resume to interviewer 2. Provide copy to position announcement, letter & resume to instructor
Select a position advertisement for a full-time position from the employment section of a newspaper (or another source) that is relevant to your career direction.  Clip out the ad and attach it to this assignment.  Generate a letter of application regarding the position and attach it on top of your resume.

LETTER OF APPLICATION: The letter of application (along with the resume) serves to get you the interview. The letter should amplify relevant aspects of your resume.  It should be neat, free from errors and include:

· Heading (your address and date of letter; but not your name)

· Inside Address (name and address of firm)

· Salutation (to a specific person if possible)

· Reason for Writing

· Relevant Qualities You Possess

· Reference to Resume

· Specific Accomplishments

· Specific Request for an Interview

· Availability for Interview (include tel. #)

· Complimentary Close

· Signature

· Your Name (Typed)

· Encl.

Note:  Each error will cause a reduction of 1/2 grade on this portion of the assignment. Content 

          and style will be evaluated also.

RESUME:  Your resume lists your qualifications and experience.  It should be neat, accurate, free from errors, and contain the following:

· Your Name [in caps]

· Your Address 

· Your Telephone

· Email

· Education (most recent first)

· Work Experience (most recent first)

· Affiliations (this is a category that can vary in title as a function of its content such as: organizational memberships, offices held, awards, credentials, second language, etc.)

· References:  Available upon Request

Note: Each error will cause a reduction of 1/2 grade on this portion of the assignment.  

