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Lesson Plan

Lesson Title: How to write a resume and cover letter 
Content Area: Writing in Career Awareness

Lesson Duration: 6 hours
Author: C. Taylor

Brief lesson description: After presentation from Idaho Commerce and Labor (ICL) staff, students will have knowledge and examples so they can write and design their own professional resume and a cover letter.


Grade Level

Academic Standards

         9           10           11     X     12
ISAT Standard: 743.01, 753.01



Learner Objectives:
Students will construct a resume and cover letter, free of all errors.

Students will communicate in writing

Materials: Handouts and gray and ivory resume paper, portfolio holder

Vocabulary Words:
Resume, cover letter, mock interview

Learning Activities:

Introduction to lessons: (lecture and powerpoint presentation)

Students will take notes during a short presentation by Idaho Commerce and Labor staff on writing resume and cover letters do’s and don’ts. 

Content Development: Students will handwrite their drafts of the resume and cover letter for review by teachers and ICL staff. Once proofed, they will begin typing.

Content Application: Using samples and handout, students will design and type their own resumes and cover letters. Both documents will be edited by student and two teachers prior to final printing. 

Sharing: Both the resume and cover letter will be put in a portfolio and presented at the mock interview with Idaho Commerce and Labor staff. 

References and Resources: 

Idaho Commerce and Labor handout on Writing Cover letters and Resumes

Idaho Commerce and Labor powerpoint presentation and speaker notes

Damm Good Resume Guide

Integration of Technology:
Students will use computers to type their materials. They may use preset formats on Word or WordPerfect or design their own from scratch. 

Adaptations for Students with Special Needs: In addition to taking notes on the presentation, they will be given the speaker handouts. A simplified resume and cover letter template can be used.

