Applying for Job Positions
Rough Draft Forms

#1   – Worksheet – Resume Rough Draft
· Type in MS Word
1. Change Page Layout – Paragraph Spacing 

a. Before and After to ZERO

2. Font 11 or 12, Calibri or Cambria

3. Left Align or Center Section Headings

a. Bold, 12 -14 

4. NO complete sentences or paragraphs

5. Bulleted lists, sections, space evenly

6. Balance information & white space

7. MUST include references, 3 columns 

8. Spellcheck, Proofread

9. Print (draft 2)

10. Edit and print final copy 
#2   – Worksheet – Cover Letter Rough Draft
· Type in MS Word
1.  Change Page Layout – Paragraph Spacing
a.  Before and After to ZERO
2.  Font 11 or 12, Calibri or Cambria
3.  2” Top Margin – enter 6 times
4.  Spellcheck, Proofread
5.  Print (draft 2)
6.  Edit and print final copy 
#3   Worksheet – Application Form Rough Draft 
· Type on MS Word (form is in R Drive)
1. Spellcheck, Proofread 
2. Print (draft 2)
3. Edit and print final copy 
Resume, Cover Letter, Application  (50 points)
I.  
COVER LETTER (15 points)

______   5 pts
 Format (letter parts, spacing, margins, signed, etc.)


______   2 pts
 Paragraph One


______   2 pts
 Paragraph Two


______   2 pts
 Paragraph Three


______   4 pts
 Grammar (sentence structure, punctuation, spelling, etc.)

II.  
RESUME  (25 points)



______   5 pts   Format (parts, spacing, margins, columns, white space, etc.)


______  12 pts   Content (and arrangement)


______   3 pts   References


______   5 pts   Grammar (structure, punctuation, spelling, etc)

III.  
APPLICATION  (7 points)



______   Personal Info, Objective, and Qualifications (completion, content, 


   


  punctuation, grammar, spelling, signed, etc.)

IV.  
OTHER  (3 points)



______  All documents turned in together, fit to each other for 




  


 purpose of the assignment

Cover Letter – Rough Draft





Resume Information – Rough Draft


Name  ​​​​​​​​​___________________________________



Street  ___________________________________



City, ST Zip  _______________________________



Phone  ___________________________________



e-mail  ___________________________________

OBJECTIVE: _______________________________________________________________

EDUCATION  -- most current first!!


_______ - present

______ High School, City, St
  
* currently Grade ____


_______ - ______

______ Junior High, City, St

  * Grades 7-8


_______ - ______

______ Elementary, City, St
 
 * Grades K-6

COURSE WORK


*  ________________

*  ________________

*  ________________


*  ________________

*  ________________

*  ________________

*  GPA ____________
EMPLOYMENT/WORK HISTORY  -- most current first!! 


______ - present
 (where)____________________     (address)_____________________




Boss/Supervisor:  ____________________





Duties:  __________________________________________________


______ - ______
(where)____________________     (address)_____________________




Boss/Supervisor:  ____________________





Duties:  __________________________________________________

EXTRA-CURRICULARS


_______ - present
______________________
Coach:  ________________________





position:  ______________


_______ - present 
______________________
Coach:  ________________________





position:  _______________


_______ - present
______________________
Advisor:  _______________________





activities: ___________________

SKILLS/QUALIFICATIONS


*  ________________
              *  ________________
*  ________________


*  ________________  
 *  ________________
*  ________________

REFERENCES 
#1



#2



#3

Name

_________________

_________________

_________________

Street

_________________

_________________

_________________

City, ST Zip
_________________

_________________

_________________

Phone #
_________________

_________________

_________________

Relationship 
_________________

_________________

_________________
Application Form – Rough Draft

	Personal Information

	Full Name:
	
	
	
	Date:
	

	
        Last
	First
	M.I.

	Address:
	
	

	
        Street Address
	Apartment/Unit #

	
	
	
	

	
        City
	State
	ZIP Code

	Home Phone:
	(     ) 
	E-mail Address:
	

	Cell Phone:
	(     ) 
	
	

	Grade:  


	
	
	
	
	

	Objective & Hours

	Date Available:   

Do you prefer to work morning or noon?
	AM

	PM

	Either


	If preference, explain:
	

	

	Positions Desired:      1)

                                   2)

	

	Skills & Qualifications

	What qualifications, skills, job experience, or interests do you have that would help you in working in this position? 
What past or present club/activity affiliations are you involved in?
Please explain why you want to be involved with this company and how you feel you can make it better.
Tell me about your work ethics.  Explain this statement:   “Do the right thing, even if no one is watching.”


	


2” Top Margin (6 enters, if Spacing is set to 0)











     _____________________


     _____________________


     _____________________





    





     _____________________					


     _____________________


     _____________________


     _____________________





     Dear_____________________:      





     _________________________________________________________________________  


     _________________________________________________________________________


     _________________________________________________________________________        


     _________________________________________________________________________





     _________________________________________________________________________


     _________________________________________________________________________


     _________________________________________________________________________


     _________________________________________________________________________


     _________________________________________________________________________





     _________________________________________________________________________


     _________________________________________________________________________


     _________________________________________________________________________


     _________________________________________________________________________





     _____________________,











     _____________________





     _____________________











     Enclosure





     c 








Complimentary Close   	               QS





	signature





Sender’s Typed Name





Inside/Letter Address – who it is to


Name


Business


Street


City, ST  Zip		                      DS








Return Address – who it is from


Street


City, ST  Zip


Date			                 QS





Salutation





B o d y





Enclosure








