The Perfect Job

Using Microsoft Word to Plan a Career

OBJECTIVES MATERIALS

B Research a desired career
B Set goals for acquiring a career

B Understand the purpose of a cover letter
and a resume

B Design a cover letter and resume

Note: Before the lesson, download and review
The Perfect Job sample activity and templates.
Determine the depth of the project and a
timeline for project requirements. Make
changes to meet the needs of your specific
situation, or have students make the changes
and create their own templates.

Microsoft Word software

The Perfect Job Planning Sheet
The Perfect Job Resume Template
The Perfect Job Want Ad Template

The Perfect Job Cover Letter Sample
Activity

The Perfect Job Cover Letter Template

Z\ I ost students don’t hesitate when you ask the proverbial question: “What do you
want to be when you grow up?” They think for about 15 seconds and they have
the answer. Give them a chance to research a careet; set personal goals, and practice

making that dream job actually come to life.

In this activity, students create a job description and want ads; they even write the
perfect resume and cover letter. By using the idea templates for this lesson, students see
how to coordinate their job title and create an image for their new career.

Glen Jones

Jon Fobins
Computers B 1T

Stoithville, AZ 12345

Dear Sir,

CONVENENCE.

Sincerely,

I am writing to inguire about the possibility of obtaining
employment in your company. I have explored your company
histery and business record and have discovered an area in which T
could help your company. I have extensive research compiled,
which I would be happy to share with you

I feel my proposal would benefit your company in a long-lasting
manner. I look forward to meeting with you at your earliest

July 24, 2002
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