Name ____________________________________   Date _________________________________  Period ___

How To Get a Job
For this project, you will research and prepare a brochure or video on how to get a job.  You may do online research, interview employers, interview employees, use information provided by your teacher, etc. to find the information needed for your project.  You may work on this project with a group (no more than 3 members) or individually.  
Due Date:

This project is due for presentation to the class on ________________________.

Required Content:

Title
· Title your project “How to Get a Job”
· Include the name(s) of the person(s) who prepared the brochure or video
· Include your class period
Cover Letters
· Include the rationale for submitting a cover letter to an employer

· Share at least five (5) tips for writing a cover letter

· Share what the content the of the cover letter should include
· Include a picture of a sample cover letter
Résumés

· Share common categories that should be included on a résumé

· Share at least five (5) tips for writing a resume

· Share a picture of a sample résumé
Job Applications

· Share five (5) tips for filling out a job application

· Share a picture of a job application
Preparing for the Interview

· Share at least five (5) tips that would help an applicant prepare for an interview
Interview Questions
· Research online various types of interview questions.  Select 10 questions that appear on multiple websites.  Share these ten questions. 
The Interview

· If you are doing a brochure, list 10 tips for an effective interview. 
· If you are doing a video, conduct a mock interview to show the viewing audience what a good interview should be like.  Go on YouTube to view videos for ideas.  For the mock interview remember to: 1.) ask at least five questions, and 2.) don’t forget to bring important documents/portfolio, shake hands, sit up straight, look the interviewer in the eyes, speak clearly, thank the interviewer by name, etc. 

After the Interview

· Share at least two (2) things that you could do to help increase your odds of getting the job.


