CNMT 410	IT Careers Assignment

Tentative Schedule				What to Bring		In-Class Activity	
Jan. 21*	Introduction to resumes
Jan. 23		Resumes			Draft resume		Resume revisions
Jan. 28		Resumes			Draft resume		Peer review
Jan. 30		Cover Letters			Draft cover letter	Letter revisions
Feb. 4		Cover Letters			Draft cover letter	Letter revisions
									Career research
Feb. 18		Portfolios/Repositories		Draft cover letter	Peer review
		Interviews			n/a			
Feb. 20		NO CLASS
Feb. 25		NO CLASS						Mock interviews
Feb. 27		NO CLASS						Mock interviews
[bookmark: _GoBack]Latest due date for all activities in this unit: 	Feb. 27th, 5:00 p.m.
* Strike-through means activities complete as of 2/18/14
From your career research (see below), choose a current job for which you are currently qualified. The position may be full or part-time, or for an internship. 
Create a resume and cover letter specific to that position. You’ll want to rely on the course packet, notes from class, independent research and the check-list from class to help put these documents together. We will also be conducting research, creating a business card, crafting a portfolio and honing our interview skills. 
When the assignment is due, you should: 
1. Turn in your resume, cover letter and rhetorical analysis as one Word document to D2L. Each document should be on a separate page in Word. 
2. Your retrospective should: 
a. Describe why you chose the position that you did for this assignment. 
b. Talk about how you adjusted your resume and letter for this particular position.
c. Discuss what worked well, what didn’t, and what you will do differently in the future. 
d. Describe at least one item that you revised in each your resume and your cover letter as a result of the peer review.
3. Turn in all of your career research and write-up. Research should be turned in as one PDF. 
4. Turn in an electronic version of your business card (PNG, PSD or other pre-approved format).
Points (300)
All of your artifacts must be free of grammatical and typographical errors. More than three errors in any artifact(s) will require that you redo them.







Career Research	25
Identify, capture (in one PDF) and analyze a minimum of 8 job postings for positions for which you feel reasonably qualified. In 2-3 pages, summarize the following: 
1. Summarize the skills employers are looking for. Categorize them as a) technical; b) design and c) soft skills. 
2. Of these skills, what are your three greatest strengths? How will you convey those in your resume, cover letter and portfolio? 
3. Of these skills, what are your three greatest weaknesses? How will you try and accommodate for those weaknesses? 
4. Of your greatest weaknesses, which has the greatest potential in terms of your ability to address it, and improve upon it? How will you do that, and when? 
Cover Letter		75
I will consider the appropriateness of the examples you provide, the relevancy of details, your strategies for persuading the reader that you warrant an interview.
Resume		100
Your resume should be visually constructed to work equally well for a variety of audiences. Consider horizontal and vertical space, use of bulleted lists and other strategies to convey your experiences. Supporting details should be relevant, and well-supported by your letter.
Business Card		25
Your business card should provide a succinct, compelling way of introducing you as a professional. Network Specialists should have business cards that look distinctly different than those for Web Developers for example. The best business cards will have a visual connection to your resume and cover letter.
Mock Interview		50
Points will be awarded for professional dress, the quality of your answers (both substance and style), and how you conduct the interview overall. 
LinkedIn		25
Create a LinkedIn account. Invite your classmates (list provided in class) and fellow students. Consider inviting faculty. Use those networks to research other professionals in the field who you would like in your network. When finished you should have a  minimum of 10 professionals from off-campus in your network. Take a screenshot of the “Connections” screen. Identify 10 of those professionals, and save as a PDF.
