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E-mailing a Resume. 


For this assignment, you will be e-mailing someone about a job that you hope to have some time in the future. You may e-mail someone who has a job that you would like to have in your own career, or you may e-mail someone at a company that you would like to work for at a future point. You are not asking for a job, but rather asking for advice and suggestions this person would offer to you. Your e-mail should be written in an honest and serious way (even if you are not serious about this career.) You want this person to e-mail you back, so if you appear rude, sound curt, or appear foolish, your e-mail will be ignored. Also, if you choose a huge celebrity, it is less likely that you will receive a response. Asking for advice from Tom Brady, Donald Trump, George W. Bush, or Mel Gibson will probably not result in an answer. In addition to your e-mail request, you will include send your current resume as an attachment to the e-mail.

Before e-mailing this person, you need to create a resume and save it to your folder on the CHS server as “[Lastname] – Resume.” Use Microsoft “Resume Wizard” to create this document. Click here instructions how to generate this document. 

After your resume is completed, surf the Internet to find someone that you could e-mail about your career interests. If possible, find out something about this person which may make your letter to them more personal. Then compose an e-mail message to this individual. Your message should be no less than 200 words and should include the following:

· Introduction of yourself.

· Your interest in this occupation.

· Description of any experiences of yours which relate to this occupation.

· A request for advice or suggestions as to what you should do in high school and college which will help you to land a job in this field.

· In addition to this message, tell this person that you have attached your resume if they would like to see what you have accomplished at this point in your life. 

Assignment Requirement Check List

	
	Completion of SA – E-mail 60

	
	Thoroughness of e-mail message

	
	Appropriate tone 

	
	Complete resume

	
	Blind carbon copy to tcliffor@monterey.k12.ca.us

	
	Subject line: “Advice Request p1”


