[bookmark: _GoBack]Complete one activity per week.  Take a picture of your completed activity and send it to your CTE teacher.


· Week One
· Complete Workplace Communication Activity as instructed.

· Week Two
· Complete Sample Job Application
· Print neatly; use blue or black ink
· All questions must be answered honestly. If a question does not apply to you, put NA in the box or blank.

· Week Three
· Read tips on writing a cover letter.  Write a cover letter to a business indicating your interest in a job.
· The purpose of a resume is to get you an interview. Read tips on writing a resume and create your resume.

· Week Four
· Now that you have created a great resume, it’s time to prepare for the interview.  Practice by answering the interview questions enclosed.
· Here’s a hint:  Tell me about yourself is not an invitation to tell your life story.  Your employer wants to know about your work ethic, your ability to work with others, your ability to complete projects.  Think about those things.

· Week Five
· Complete “Dress for Success” activity.
· Plan what you will wear for the interview.  
· You don’t want to wait until the night before. 
· It should be clean and in good repair and appropriate for the job you want.
· Tell us what you plan to wear.

· Week Six
· After the interview, write a thank you letter.
· Employers say that the applicants who write thank you letters stand out.
· Complete “Thank you Notes” Activity 



