PowerPoint Assignment DL 
1. Create a PowerPoint presentation of at least 4 slides that will convince a potential employer or university of your job- or school-related skills. Your goal is to tell them why they should hire you or admit you to their program.
2. The cover slide should include your name (in the Title placeholder) and contact information (in the Subtitle placeholder). If your personal email does not sound very professional or differs from the name on your resume, use your Montgomery College email address. List a phone number that has a clear, mature voice message.
3. Add a slide(s) that details your work experience, with most recent first. This slide(s) should include:
A. The name of the company or organization you worked for
B. The month/ year you started and stopped. If you are still there, it will be something like May 2019 – Present
C. The city and state where the job was located (if there are multiple branches in that city, include street)
D. Your job title or role
E. At least three duties or work tasks you performed there. Tell Me Something GOOD about what you accomplished in your work; don’t just list duties, tell how you did them well or how you helped the company by doing them. (For example, don’t just say, “Waiter – took orders and served meals.” Rather, say, “Waiter – took more than 50 orders per shift, quickly and efficiently delivered meals, and provided excellent customer service.”) Make sure the information you include is TRUE and accurate. 
F. If you have a lot of work experience, you may need more slides—maybe one per job. If you don’t have paid work experience, volunteer work is okay—even community service from high school counts! If you are not sure what to say on a resume, look at some samples and advice by clicking http://career.vt.edu/job-search/presenting_yourself/resumes/types_and_formats.html. 
4. The next slide should cover your educational background, again, with most recent first. (However, if you had completed a college degree before your current MC studies, list your completed degree first.) At a minimum, this slide should list:
A. The college(s) you attend and state where it is located
B. Expected graduation year (or, if graduation is more than 3 years away, list the number of credits completed)
C. Your major (if you have one), and 
D. Your GPA (if it is over 3.0). 
E. Any honors or relevant extracurricular activities.
F. If you have fewer than 30 college credits, you may want to include high school information. If so, be sure to state that you earned a diploma (if true) and any relevant honors. Do NOT include pre-high school education.
G. If you have other relevant educational experience (trainings, certifications, First Aid/CPR), you might put it on the same slide or another slide. 
5. One slide should contain a bullet list of your computer skills (including those you have gained in this course). DO NOT just list the names of programs; give 3-5 skills you can do with each program. (Our first assignment this semester - Objectives Pre-check - lists most of the skills for this course if you need to pick some specifics to include.) 
6. One or more slides should discuss your other relevant assets. Do you speak more than one language? Do you have a black belt in karate or the ability to design web pages? Are you a fast learner, or good with people, or able to work well independently? Tell about skills, hobbies, or personal assets that might make a company want to hire you or a university want you in their student population.
7. Spell check the entire presentation and correct any spelling errors!
8. Make sure the text will be readable when printed 4 slides per page, landscape, scaled to fit.
9. Use consistent verb tenses and capitalization throughout the file. (If one verb at your current job ends in “ing” the others should not end in “ed” or a different tense.)
10. Select an attractive design theme to apply to the whole slideshow. Make sure all text is readable against the background color (no black text on dark blue background!).
11. Add a footer to each slide with your name on it. 
12. Use the Slide Master to change the font for the footer on all slides to Arial, size 18. 
13. Include a transition between each slide. 
14. Animate the major bullets to show up one at a time. 
15. Rehearse and save timings that will permit viewers to read all the text on each of your slides out loud, without too much extra time. The presentation should probably be readable in 1-4 minutes.
16. Set the slide show to run automatically and to loop continuously until the Escape key is pressed.
17. [bookmark: _Alternative/Additional_Homework]Save the PowerPoint file as JOBSKILLS YOURNAME.PPTX.
18. Later, we will export this information into an MS Word resume, but for now, write the text you want potential employers and/or colleges to know about you. I will give you the most helpful feedback I can provide to increase your chances of getting hired/admitted, so please give me YOUR BEST TEXT to build on! 
19. Attach the finished file to Blackboard
