Speech Communication for Business and the Professions – SPC 2065
Resume Assignment
For this assignment, you will prepare a resume for the company you will select for your corporate profile.  If you have a job ad or job description, use that to target your resume.  If you do not, you can “make up” a job title and respond to it with a resume based on your legitimate work and/or volunteer experience and educational background.  This assignment will include an appropriate cover letter in which you will use language from the company and job description.  Keep in mind that a cover letter is what will get you in the door.  Some companies ask for a cover letter.  For those who do not ask, it is always wise to send a cover letter any way.  Cover letters usually have three parts: 1. The intro and statement of the job you are applying for and where you found it; 2. The body where you state basics experience to open the door; and 3. The closing in which you give contact info and thank the reader for their time.  A sample resume template you may use and plug in your info and delete the sample info, and a sample cover letter to use as a guide to help you create this resume (especially for those who have yet to create one) is posted on the class website.  

Resumes must be neat, readable, to the point, and try to stick to only one page (unless you have extensive work experience).  Same applies for cover letters.  Since this will be more of a “mock” resume, you will not have to add your actual address and phone number.  You may put a mock address in place of the actual one if you want.    

RESUME TIPS:

1. Use strong and powerful language to sell, sell, SELL yourself, and state anything you did/do to inform the company you are the best person for the position.  Use the language in the ad in your cover letter to target more specifically, and use very specific words and even numbers to sell (e.g., “Managed a fast-paced marketing department of 30 people and increased productivity 18% in 2012 “ or “Responsible for the distribution of beverages to approximately 20 restaurants in West and North Jacksonville with sales approximating $150,000 monthly.”).  Even if you think your job is not a big deal, it is!  If you are a host/hostess at Outback, you can say something like: “Responsible for greeting and hosting patrons at this busy restaurant seating approximately 200 customers daily.”  
2. For those who have little to no job experience, you may use any volunteer or college/high school activities in place.  Create those activities the same way you would a job.  Give every detail of any administrative or other duties to “beef up” your info.  If you have more work experience, that is not necessary, but it would be beneficial to add any volunteer or school activities in the “additional qualifications” area you will see in the resume.  This is good for new high school grads, college students with no work experience, or duel enrolled students.
3. DoD Resumes…these are the WORST resumes in the world.  Reasons are unknown why the Dod teaches military personnel to create their resumes in long, paragraph form.  These are horrible and civilian recruiters, HR and hiring managers do not like DoD resumes.  If you have one, you really need to change it to a bullet format.

4. Education – it is common practice to put an objective that targets the job you are applying for at the top of the resume, and your education directly under.  Recruiters want to see your education first unless you have 20+ years of experience OR extensive work experience in that particular area.  If you do have a lot of experience, then put it on the bottom.  They want to see the education first because if the job requires a particular degree, it helps them not to waste time (sounds ugly, but that is how it goes).
5. DO NOT PUT A LIST OF SKILLS IN YOUR RESUME.  That is considered “fluff” and recruiters do not care.  Recruiters have been polled and the results have been that the skills section is a bunch of BS.  They want you to PROVE your skills in the work experience area.  Not say you have “excellent management skills”, but have never held a management position.

6. Do not use colored font and use a strong, professional font in your resume.  Do not use a script like Kunstler Script  or Comic Sans or any other “cutesy” font.  It is not professional.  Nor is it professional to use pictures or graphics.  

7. Paper…when you submit your resumes, do not worry about using a fancy, resume paper.  That is not needed.  In addition, the way the world is today, most resumes will be submitted electronically, so resume paper is not that important anymore.  If you ever deliver a resume by hand, you can use a nicer paper…but, that is not high on the list of important things to do anymore.
8. Cover letters…as stated earlier, it is common practice to have three parts: intro, body and conclusion.  Be sure it is a formal, business letter.  Formal letters have your address, the address of the business with the person’s name (if there is no name then put “Hiring Manager” or “Human Resources”), and the letters are left justified with no indentations and a colon after the greeting.   Look at the sample to get an idea.
We will review more in class, but look at the sample in the Tripod site.  That was given to me by a corporate recruiter and is a good format.  If you have a resume already, then be sure to revise it and you can use what you have.  If you do not have one, or you want to create a new one, you are welcome to use the template available.  When submitting, although not appropriate when actually applying for a job, STAPLE all pages so I can keep all of your work together.
Your due date will be the day your speech is scheduled.  Please submit on time. 
