Career in Information Sciences and Engineering

Assignment 2

March 2007

Due date: 12th May 2007

Weighting: 10% of overall assessment.

Learning outcome: 4. Demonstrate the ability to plan their job hunt preparations such as preparing proper resume and cover letter and getting ready for job interviews.

Groups: This assignment has to be done individually.

Assessment 

Your assignment will be assessed for the following: 

Content - 70%

Reference - 10%

Format – 20%

Assignment 

The purpose of this assignment is two-fold. First, it is designed to give you practice in writing about your experiences in a way that will favorably impress a prospective employer. Second, seeing yourself on paper as you would represent yourself to an employer can be helpful in identifying “gaps” in your background (such as areas where you are lacking skills or experiences that are pertinent to your stated career objective).

You are to search for a job advertisement from the newspapers, magazines, internet, etc pertinent to your course of studies. In addition to developing a resume, you will develop a cover letter and a follow up letter. Your resume and all correspondence should cover your actual past and present experience and be written for a job or internship position that you could apply for in the next 6 months. It is important that your resume and correspondence be error-free and creates a professional impression. 

What to hand in? 

The deliverables are:

· Advertisement 

· Resume

· Cover Letter 

· Follow Up Letter

Submission 

Your submission should bind together with your Name, ID, Subject Name, Due Date of Submission, Actual Submission Date and Assignment No clearly written on the cover. The cover should be in LIGHT BLUE color. 

Submit your work to Mr. Kevin Loo by the due date.

