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200 Points (100 for Resume/100 for Cover Letter)
Due: 11/11 @ 11:00 p.m. on Blackboard

The Scenario
You have just found your dream job. You don't want this opportunity to pass by, so you decide to apply. The job announcement asks for a cover letter and resume. This assignment will guide you in creating these materials. 
Your Task: Create a cover letter and resume for yourself. Your resume should:
· Include headings/sections/items that are targeted to the job description you have identified
· Be error-free, including both grammatical and spelling errors
· Be in a professional format: easy to read, clear, concise, neat, and uncrowded
· Be limited to one or two pages
· NOT include personal data, pictures, personal problems, salary information
· Include name, address, phone, fax number and/or e-mail address
· Use action words to describe your accomplishments (see handout on Blackboard)

Haven’t Found Your Dream Job Yet?
Use This Job Description
BearKat Games is seeking a motivated self-starter who has the desire to learn from others, the ability to work independently or as part of a team, strong problem-solving skills, good organizational skills, and solid time-management and interpersonal skills. To be successful in this position, the intern must be able to work efficiently and communicate professionally—both written and oral. The intern must also be able to multi-task and work in a fast-paced environment. He/she will have exposure to various segments of the organization.
Responsibilities: 
· Performs entry-level professional work in one of the following fields: marketing/communications, accounting, finance, international business, general business, information technology, human resources, or management
· Performs assignments designed to develop professional or technical work knowledge and abilities
Requirements: 
· Actively enrolled in an undergraduate or graduate degree program at an accredited university.
· Minimum of two years completed towards bachelor's degree in business or business-related field.
· Excellent verbal and written communication skills. Solid computer skills.
· Previous experience in an office environment is preferred.
· Must be able to maintain confidentiality.
· Must submit to a background screening which may include driving and criminal history.
