CD-ROM ACTIVITY 18-1





Instructions:  You are preparing to enter the job market.  You have prepared yourself for a great career and have the background that a job in your chosen field will require.





Recently, you found an advertisement for a position in your local newspaper for which  you intend to submit a résumé and cover letter as part of the application process.





You have developed a great résumé for this particular position.  Now, prepare a cover letter that will accompany your résumé and get you an interview.





Draft your cover letter and then key it.  Print a copy of it and your résumé to submit to your instructor for evaluation.














