Name__________________________________	I.D. Number_________________________
[bookmark: OLE_LINK2][bookmark: OLE_LINK1]
[image: ]Project 3
Project 3
Evaluation 33
Career Planning (CPLH 003 058)


[bookmark: _GoBack]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.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	

	5.
	
	
	
	
	

	6.
	
	
	
	
	

	7.
	
	
	
	
	

	8.
	
	
	
	
	

	9.
	
	
	
	
	

	10.
	
	
	
	
	



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.

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.

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):



Place where you found the advertisement:



Questions you imagine you will face if interviewed for the position:



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.








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.



	

	
	

	2.



	
	
	

	3.



	
	
	

	4.



	
	
	

	5.



	
	
	

	6.



	
	
	

	7.



	
	
	

	8.



	
	
	












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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