Drag and Drop

O Finish each sentence with a word from the list. Drag and drop the words in the boxes.

traits experience cover letter

a)A introduces you to employers.
b) Be sure to include all of your work

c) Your personality can be an asset on the job site.
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Comprehension Questions

0 Answer the questions about preparing a resume and cover letter.
Drag the checkmark to the answer that is the most correct.

v a)Whatis NOT included on a resume?
O How many pets you have.
O Your education.
O Your past jobs.
O

Your address.

b) What is important to remember for a cover letter?
Write as much as possible.
Be professional.
Use a fancy font.

Include pictures.
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Reading Passage

Q! You may have had a problem at a past job. You

don’t want to draw focus to this. You must be careful

when writing the resume. It may not be smart to

There are many ways to write a resume.

include a job you were fired from. In this case, you

will choose a different format. Perhaps your resume

will put past jobs in a list. The focus will be on your

All resumes have:

* Name
 Address

« Contact information.

volunteer work. It could also show new courses you

have finished. Use the layout to help look your best!

Happy job hunting!
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« Education

Every employer is different. Some people

will pick a style based on their details.

« Skills you have for the job.

« Past work/volunteer experience.

€ Rubric
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Level 1

Level 2

Level 3

Level 4

Concepts

v

alimited
understanding of the
concepts. Requires teacher
intervention.

Demonstrates a basic
understanding of the
concepts. Requires some
intervention.

D agood

D an excellent

of the

of the

concepts. Requires no
intervention.

concepts. Requires no
intervention.

text

Responses to the

v

Expresses responses to the
text with limited effectiveness;
inconsistently supported by
proof from the text.

Expresses responses to the
text with some effectiveness;
supported by some proof
from the text.

O

Expresses satisfactory
responses to the text with
some effectiveness;
supported by satisfactory
proof from the text.

Expresses thorough
responses to the text with
some effectiveness;
thoroughly supported by
proof from the text.

Analysis of
Concepts

v

Interprets various concepts
from the text with limited,
unrelated details and

incorrect analysis. 0

Interprets various concepts
from the text with some
details but also some
incorrect analysis. 0

Interprets various concepts
from the text with satisfactory
details and good analysis.

]

Interprets various concepts.
from the text with excellent
details and thorough analysis.

]

A

o! a limited ability

Marking Rubric

Concepts

of

v

to apply various concepls
from the text to activities,
discussions, and situations.

O

Demonstrates a basic ability
to apply various concepts
from the text to activities,
discussions, and situations.

O

D a
ability to apply various
concepts from the text to
activities, discussions, and

situations. l:‘

D a strong ability
to apply various concepts
from the text to activities,
discussions, and situations.

]
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