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EXIT RÉSUMÉ AND COVER LETTER
Marking Scheme
Due Date __________________
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1.       Résumé
· Create a draft résumé using the YMCA handout as a guide. 
· Edit your resume to the best of your abilities and then hand draft in to your teacher
· Make changes and hand in both draft copy and good copy, along with this outline 
· Resume and cover letter outlines are available on the website www.osdsscoop.weebly.com
/15
Content 
(Thinking Inquiry/Application)
(  Effectively displays name and contact information

(
An objective heading that states you are applying to your current Co-op placement for a full time position or summer job
( Highlights – 3 to 5 strong examples relating to this job

( Education – include current grade and awards/accomplishments

( Work experience with 2 or 3 descriptive tasks for each, and dates
( Interests and references (Available upon request)

/10
Form and Format
(Knowledge and Understanding, Communication)
( proper résumé format, spacing and alignment
( effective us of fonts and bold or underlining
( spelling, punctuation and grammar
__
25
2.
Cover Letter

Create a Cover Letter based on your résumé above. Fully address the letter to your current supervisor.  Write the cover letter as if you are applying to your current Co-op placement for a full time position or summer job.

/10
Content of 3 paragraphs
(Thinking Inquiry/Application)

( Accurate and complete contact info for yourself and employer
( Paragraph 1 clearly explains your reason for writing
( Paragraph 2 effectively describes why you would be a great candidate for the job, using strong action words
( Paragraph 3 thanks them and expresses positive expectation of future contact
/5
Form and Format
(Knowledge and Understanding, Communication)
( Proper cover letter format, spacing and alignment

( spelling, punctuation and grammar
__

15
