Viewing Activity 3: Create a Job-Search Log and Write a Summary
Create a job-search log or chart with columns and rows for tracking your job search progress each day. Research a minimum of five jobs that interest you.
Then write two or three paragraphs summarizing your job-search activities and progress.
You can design your own, or search the Internet for sample job-search logs or charts. On your log, be sure to include:
· Position you would apply for
· Job description or duties of the position
· Job requirements (i.e., training, experience, certificates)
· How you apply for the position (i.e., online, in person, application, résumé)
· Name and contact information of the business
· Name and contact information of a person at the business to call about the position
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Take notes as you research jobs.
For your summary, discuss the following:
· A summary of your job-search activities
· Feelings and reactions to the search
· Time spent researching jobs
· Did you call or contact anyone for information? What were the results?
· Did you inquire about or apply for any potential jobs?
· Will you create a résumé and apply for one of the jobs that you researched?
Use the Summary Rubric and Graphic Organizer Rubric found in the essential documents to help you evaluate your work.
Follow your teacher’s instruction for submitting your work.
Now, you will complete your job-hunting activities by choosing to do one of the following:
1. Choice 1: Create a résumé and cover letter.
2. Choice 2: Create a traditional résumé and infographic résumé.
3. Choice 3: Create a traditional résumé and video résumé.
Before selecting a choice or creating your résumé, read “How to Write a Résumé” and “What Are Nontraditional Résumés?” on the following screens.
f you haven’t compiled a résumé yet, you will probably need to do so soon. A résumé summarizes your educational background, work experience, pertinent skills, and other employment qualifications. It also tells potential employers how to contact you. An effective résumé:
· Presents the applicant’s name, address, and phone number
· Follows an accepted résumé organization, using labels and headings to guide readers
· Outlines the applicants educational background, life experiences, and related qualifications using precise and active language
View a model résumé on the following screen.
[image: ]
Copy this information into your notebook.
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JON-PAUL CIAMBRA
1234 Greene Street, Apt #3
Columbia, SC 29201

Education
University of South Carolina, Columbia SC

Bachelor of Science in Administrative Information Management
Expected: December, 20__

Skills
Computer Languages: COBOL, HTML
Intemet: Dial-Up Networking and most e-mail or web applications

Work Experience
Fall 2010 - Computer Services Department

University of South Carolina, Columbia SC

Computer Lab Technician: Assisted studentsin the use of software and
hardware; responded to user questions and problems.

2008 - 2011 (summers and breaks) ~ Gen X Wireless Services
Paramus, NJ

Receivables Management Representative: Handled incoming accounts-
receivable calls for cellular phone accountsin the New York, New Jersey, and

Connecticut markets; trained and facilitated other representatives

Summer 2012 - P.E.S Engineering
Charleston, SC

Intem: Designed a customized record management system for the engineers;
trainedin the data entry department
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