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Be sure to include ALL pages of this project (including the directions and the assignment) when you send the project to your teacher for grading. Don’t forget to put your name and UNHS Student I.D. number on your project.
Project Instructions
For this project, you will complete the following activities, which you will submit to your instructor for grading. Type your answers for each activity in the spaces provided. Refer to the directions at the end of this project when you are ready to submit it for grading.
Your grade will be determined in the following manner:
Project 3 will be worth 100 points.
Résumé, cover letter, and thank-you letter should follow proper format (as shown in course examples) (15 points).
All activities should be free of spelling and grammatical errors (15 points).
All activities need to be completed following directions provided (40 points).
All answers should reflect student’s interests, abilities, aptitudes, and career possibilities (15 points).
All activities should reflect what has been taught in the course and be logically organized (15 points).

Activity 3.1: Contact List
Create a contact list, noting the name and position of at least TEN people who might be able to help you find a job. 
	
	Name
	
	Position
	
	Association
(Personal, Professional, Organizational, Opportunistic, or Online)

	1.
	Sophia
	
	Liam
	
	Magistrate

	2.
	Evelyn
	
	James
	
	Lawyer

	3.
	Samuel 
	
	Keith
	
	Law clerk

	4.
	Harper 
	
	Lucas
	
	Legal administrative officer

	5.
	Emma
	
	Noah
	
	Judge

	6.
	Willie
	
	Ralph
	
	Master of High Court

	7.
	Isabella
	
	Henry
	
	Legislator

	8.
	Gary
	
	Joshua
	
	Advocate

	9.
	Carl
	
	Paul
	
	Judge

	10.
	Walter
	
	Harold
	
	Legal advisor



Activity 3.2: Writing Your Own Résumé
Using information that you have gathered about yourself in this course, construct your own résumé. Follow the example on page 88 of your textbook. Do not forget to include jobs such as baby-sitting, cutting grass, cleaning house, paper routes, volunteer work, or any other “jobs” that you have had under EXPERIENCE or SPECIAL SKILLS. Remember that all information about yourself needs to be factual.
References are an important part of a résumé. With your résumé, include an additional page that lists three references and provides contact information (name, address, E-mail address, and telephone number with area code) for them. Make sure you have permission to list these individuals as references.
Jisheena Pierce 
Personal Assistant
Phone: 323/243/6606 
Email: Pierceshanea@gmail.com
Profile Summary
A passionate individual with more than five years of experience working as a personal assistant. Provides high and quality service to clients and managers and assists them in their daily chores. Attended to 10+ clients both physically and through phone calls on a daily basis. Enthusiastic, adaptive, self-motivated, goal-oriented and highly capable of working as a personal assistant in any environment. 

Arnold Shawn
Lawyer
Phone: 777/564/622
Email: shawnarnold@gmail.com

Profile Summary
A passionate individual in law and advocating for people’s rights. Provides high and quality service to clients. Exposed to different working environments on different jobs. Enthusiastic, adaptive, self-motivated, goal-oriented and highly capable of working as a lawyer in any case. 

Work Experience
2019-05-2021-06 	Volunteer as Assistant in Lawyer’s Office
Responsibilities
· Representing clients in courts for trials in the absence of the head lawyer.
· Preparing statements to be read in front of the court of law.
· Writing contracts to be presented as instructed by the head lawyer.
· Researching and analyzing legal problems with the help of other specialists.
· Interpreting laws and rulings for clients such as businesses and individuals in the office before trials. 
· Preparing and filing legal documents, including deeds and lawsuits for the head lawyer.

2018-01-2019-04 	Assistant Shop Manager
Responsibilities
· Procuring stock and preparation of invoice.
· Accounting for daily sales and monthly income.
· Handling clients on behalf of the manager.
· Contracting with other organizations for business purposes.

2017-02-2018-01 	House manager
Responsibilities
· Cleaning the house four times a week.
· Cutting grass around the compound at least twice a month.
· Baby-siting two days a week. 
· Procuring house equipment. 

Education
2021 			Legal Systems
· Expected Completion: 2024
· University of Haiti, Rue Dehoux, Port-au-Prince

2016 			Highschool Diploma
· International School of Beaverton, Beaverton, OR 
· International School of Beaverton, Beaverton, OR

Skills
· Listening
· Good communication with clients
· Multitasking ability
· Teamwork














Referees
Evelyn James
Lawyer
P.O Box 234, Minnesota
jameseve1@gmail.com
323/422/6309
Walter Harold
Legal Advisor
P.O Box 452, New York
Harldwalter70@gmail.com
323/423/7754
Activity 3.3: Writing Your Own Letter of Application
Now that you have constructed your résumé and have an idea of the kind of job for which you might want to apply, write an appropriate cover letter to include with your résumé. Compose the letter on scratch paper and get it just the way you want it.  When you are satisfied with the draft, word process the letter in final form, using the proper format shown on page 99 of your textbook. 
Check your finished product carefully for errors in spelling and grammar and have someone else look it over, as well.  Make sure that it is neat and looks good.  Remember, you are using this letter to introduce yourself to a prospective employer. Remember that information about yourself needs to be factual.

[bookmark: _GoBack]August 4, 2021
Haiti District Court
300 South Fourth Street
Haiti,
Dear Sir/ Madam
I am a student at a law school at the University of Haiti. I am writing for a job opportunity in your chambers. Specifically, I am interested in working as a lawyer for the District Court in Haiti because I am from Haiti and intent to practice my skills as I continue with my studies. I have developed my skills in the previous working environment, which made me have experience and familiarity with the law. Based on my experience, I am prepared for the exciting challenges related to laws in your chambers. 
During the period I worked in a law firm, I analyzed various challenges and formulated ways to face them. As a lawyer in your chambers, I could gain more experience and exposure in my field of interest and grow my career. I would also contribute to the general work of the district court. 
I have enclosed my resume and referees to accompany my application for this job opportunity. Please consider contacting me in case of any questions. Thank you for your consideration and time. I look forward to your response.
Sincerely, 
Arnold Shawn.
Activity 3.4: Interview Questions
Imagine that you are applying for a job. Choose ten interview questions and write answers to them. For each, note the question and the way you would respond if you were answering at an interview. Base the questions on examples in your textbook. 
Title of position (use an actual position that is advertised):
Lawyer
Place where you found the advertisement:
I found the advertisement on Wednesday in the daily newspaper.
Questions you imagine you will face if interviewed for the position:
Why should we hire you?
I have experience in a law firm and as an assistant manager. With that, I am confident that I can add value to your team and the firm at large.
Why do you want to work in this firm?
I selected this firm because its mission statement is in line with my values. This form is high in my choice list and therefore, I would be glad to be part of the team.
What are your goals?
My short-term goal is to work in a goal-oriented firm. My long-term goal is to grow with the company vision and grow to be a law expert. 
What can you do for us that other candidates cannot?
I have a unique combination of skills that contribute to building a good customer relationship. This combination allows me to apply my knowledge and make information more usable. 
What are your weaknesses?
I am always working on improving my socializing skills. I recently started engaging myself in more engaging activities that I can interact with different people. 
What positive thing has your previous manager ever told you?
My manager told me that I am best in whatever I do and he knew he could rely on me in performing any task. 
What satisfies you in your job?
Working directly with my clients and solving their problems is an important part of a job for me. 
Are you available for overtime?
I can work at any time to bring satisfaction to my firm and achieve higher performance.
What is your salary expectation?
We can agree on a reasonable compensation when the time comes. What range do you motivate an individual in my position?
If you were an animal, which two would you choose?
Dog and lion


Activity 3.5: Thank-You Note
Write a thank-you note for the interview you imagined in Activity 3.4. Follow the example on page 141 of your textbook. Be sure to make your letter personal (mention something you learned or enjoyed, especially about the job or company) and remind the interviewer that you are still available and interested. Your letter should be free of spelling and grammatical errors.

Hi Sir/ Madam,
Thank you so much for your time in meeting me today. It is my pleasure that I learned more about the team, position and company at large. The team is determined in its work and bringing job satisfaction. I am very excited and appreciative for the opportunity to join the law firm and help the team achieve its goals by value addition. I am looking forward to hearing a response from you. You may contact me in case you need more information. 
Best regards,
Arnold Shawn.






Activity 3.6: Local Opportunities
How far would you be willing to move for a job? This activity will give you an idea of career possibilities in the area where you live. Complete the chart, noting EIGHT full-time, permanent jobs within FIFTY miles of where you live. (These jobs do NOT have to be open positions that are currently hiring; this activity is only to show you the types of jobs in your area.)

	
	Job / Occupation
	Description of Job / Occupation
	Career Cluster where job fits (see p. 11 in textbook.)

	1.



	
Legal advisor
	Handling firm’s legal responsibilities such as legal support and contract preparation.
	Law, Public Safety, Corrections and Security

	2.



	Assistant manager
	Implementing procedures for proper workflow based on directions issued by the general manager.
	Business Management and Administration

	3.



	Clerk



	Preparing trial notices, filing court cases and disposing of cases.
	Law, Public Safety, Corrections and Security

	4.



	Finance manager
	Advising clients on savings, diverse investments and business planning.
	Finance

	5.



	Lawyer
	Providing advice to clients about the law and presenting cases at court proceedings.
	Law, Public Safety, Corrections and Security

	6.



	Procurement officer
	Assessment of goods and services or suppliers. Negotiating contracts with suppliers and distributors.
	Transportation, Distribution and Logistics

	7.



	IT manager
	Managing company network and server infrastructure.
	Information Technology

	8.



	Human Resource Manager
	Hire and interview staff.
Administer payments.
Enforce company policies.  
	Human Services












Project Submission
To submit the project, save this project assignment document. Use the course number, your name, and the project number in your file’s title:
CPLH003058_YourNameHere_Project3.doc
Go to your course management system to upload your project file.
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