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Fall 2012 SAEP 

Additional Requirements:   You are required by ROP (Regional Occupational Programs) that you create a resume while being enrolled in a career technical program such as SAE. You will create your very own professional resume with a cover letter. This assignment will also be due December 17th with your poster and record book. (You can send this to me electronically.) This will be worth 50 points. 

Cover Letter Information
The Cover Letter - The cover letter is designed to introduce yourself to an employer with the object of getting an interview for a job that is advertised. It is important to follow some simple rules in writing a cover letter:
1. Customize each cover letter with an inside address (do not use "to whom it may concern").
2. Personalize the greeting (Dear Ms. Smith). Try to get the name of a person whenever possible. A blind advertisement makes that impossible, but in other cases a quick telephone call can often result in a name and sometimes a valuable telephone conversation. When you can't get a name, use Dear Recruiter, Dear Hiring Manager, Dear Search Committee, or Dear Sir/Madam.
3. Mention where you heard about the position so your reader knows where to direct your résumé and letter. The first paragraph of your cover letter is a great place to state (or restate) your objective. Since you know the specific job being offered, you can tailor your objective to suit the position.
4. Drop names in the first paragraph if you know someone in the company. Hiring managers take unsolicited résumés more seriously when they assume you were referred by one of their employees or customers.
5. The second paragraph (or two) is the perfect place to mention specific experience that is targeted to the job opening. This is your "I'm super great because" information. Here is where you summarize why you are absolutely perfect for the position. Really sell yourself. Pick and choose some of your experience and/or education that is specifically related to the company's requirements, or elaborate on qualifications that are not in your résumé but apply to this particular job. If you make mention of the company and its needs, it becomes immediately obvious that your cover letter is not generic. Entice the reader to find out more about you in your résumé. Don't make this section too long or you will quickly lose the reader's interest.
6. The closing should be concise. Let the reader know what you want (an application, an interview, an opportunity to call). If you are planning to call the person on a certain day, you could close by saying, "I will contact you next Tuesday to set up a mutually convenient time to meet." Don't call on Mondays or Fridays if you can help it. If you aren't comfortable making these cold calls, then close your letter with something like: "I look forward to hearing from you soon." And remember to say, "Thank you for your consideration" or something to that effect.
First and Last Name

Street Address

City, State, and ZIP Code

Area Code and Phone Number

e-mail address

Objective:
If you have a specific objective, state it here.

“Seeking full / part time position in … or if you have no experience, you might say: Seeking an entry level position in…

Education: 
Petaluma High School



201 Fair Street



Petaluma, CA  94952



Member of the Class of 200_

Courses include: Math , Science, Computer Applications and  Manufacturing Technology, Auto Construction Technology, Ag etc…

Skills and Abilities:



This section can also be called Qualifications.

· Asses your skills and abilities and turn them into SIZZLE for your resume.

· Working with people, following verbal and written instructions. Speaking, machine skills and basic computer skills can be noted here.

Extracurricular Activities:



Schools sponsored Sports or Activities and Clubs Grades 9-12

Community Service:



DownTown Project



Church Group Projects

                          Helping others

Work Experience:

(Starting with your most recent job, list dates, place of employment, and duties, If you have never worked, skip this section and capitalize on the others)

7/05 – present 

Shop Helper, Joes Machine Shop, Petaluma Ca

· Shop cleanup

· Pre-staging jobs and materials 

Personal:
( You do not have to explain your age, sex, race, marital status, or Handicaps to anyone; That’s the law. You  may want to tell about some of your special talents, skills, interest, accomplishments, or experiences.


References: 
(Don’t list and references on your resume – but use a statement such as:

Available on request before you offer anyone as a reference, however, be sure you have asked their permission.

