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Items highlighted in yellow are tasks for you to complete
Items in Blue italics are help tips

Resumé Job Application

Task Brief: 

1. Letter of Application  

2. Finish Portfolio Cover 

3. Finish Resume

Part 1 Applying for a job
Letter of Application

You are applying for a position in a computer-related job advertised in last Saturday’s West Australian.

Include you name, age address and phone fax E-mail details (Use fictitious ones if you wish) however the letter MUST LOOK PROFESSIONAL

You need to address the following selection criteria 

Common selection criteria for IT

•
Demonstrate a high level of competency in Information Technology skills 

•
Interpersonal skills that demonstrate an ability to establish and maintain effective working relationships with staff, customers and clients and the wider community

•
Demonstrated commitment to own professional development, including knowledge and application of current educational thought and practice

•
Demonstrated ability to work collaboratively and cooperatively with colleagues

The instructions on how to apply usually limit responses to four pages or one page per criterion. (YOU CAN DO HALF A PAGE FOR EACH)  

Your response must cover all aspects of the criterion. For example in the first criterion both existing skills and anticipated skills should be listed so both must be covered in your response. Note the items in bold above and ensure that all are covered.

In common with all responses to selection criteria you must concentrate on how you applied the skills and not just say that you did it. Every applicant will claim to have done everything in the criteria but that is not what is needed. (White, 2002)
Save you letter of application to the WORDPROCESSING FOLDER

Part 2

1.
Students are to create a cover page for their student’s work portfolio.  This will be in MS Word and should use a page border and Word Art with at least two images or clip art.

MUST INCLUDE A PHOTO

Students take a digital photo or scanned photo of themself for use on the cover page 

Students can use an image of the school logo and the name of the subject etc
The following needs to be on the cover

1. Your name

2. Subject

3. Class year 

4. The word My Portfolio
5. Current date

Save this file to your portfolio folder

If you did not create a folder called PORTFOLIO create a new Folder titled Portfolio this should be in the Y11 PIT Folder (do NOT put this inside Term 1) the portfolio file will contain images and work that you create.

Part 3

Once you have saved your file work on the resumé which you will attach to your letter of application

Save the resumé into your WORD PROCESSING FOLDER
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