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TASK  
Find an advertisement (ad) or announcement of a real job or internship that you would most likely 
apply to either now or in the future. You will respond to the job ad with the following items:  

 A cover letter addressed to your prospective employer  

 A targeted résumé tailored to this specific position and employer  

 A memo addressed to me, your instructor, which overviews the job, reviews what you know 
about this particular employer, and describes the strategies you have used to adapt your 
résumé and cover letter to this situation  

 

LEARNING OBJECTIVES  

 Producing, evaluating, and critiquing documents used for employment purposes  

 Basic designing for persuasive purposes 

 

PROCESS 
1. Choose a job advertisement that you will use for this project; save it as a PDF file.  
2. Research the company or organization.  
3. Draft the letter and résumé and tailor the documents for this position/job.  
4. Design your logo and the layout of the documents following C.R.A.P. principles. 
5. Upload your drafts (cover letter, job ad and résumé) to Moodle for peer review. 
6. Draft the memo.  
7. Upload your memo draft to Moodle for peer review. 
8. Revise your documents.  

9. Review the ASSESSMENT RUBRIC carefully to make sure that you complete all parts of 
this project. 

10. Submit all documents to Moodle (follow the SUBMISSION GUIDELINES below) by the 
due date on Moodle. 

 

SUBMISSION GUIDELINES 
Submit the following PDF documents through Moodle. Submit each one separately rather than as a 
zip file. Each document should have the following filenames with the numbers 1, 2, 3 and 4:  

 1_yourlastname_jobad.pdf  

 2_yourlastname_letter.pdf  

 3_yourlastname_resume.pdf  

 4_yourlastname_memo.pdf  
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PROJECT DESCRIPTIONS  
Job Advertisement (1-2 pages) 
You can either find a position that you can apply for now (e.g., internship) or go for a position in 
your field of study that requires you to be in college or at least a bachelor’s degree. If you are 
currently working or interning, you can choose a higher up position within your company. You will 
write the cover letter and résumé as if you are applying for it now (not when you graduate). For 
example, if you are a sophomore this year, you may seek an entry-level marketing position, and you 
will specify in the cover letter and résumé that you will be graduating in two years (or 2018). This job 
could be located anywhere in the world, as long as the job advertisement contains the following 
information: the company name, position title and qualifications or skills that are required. Include 
this job ad (saved in PDF format) as part of your job application package when you submit this 
project to Moodle. 
 
Logo and Letterhead Design 
For this project, you will create a personal logo bearing your name or your initials. This logo will 
serve as a visual symbol that represents you, and it will help your prospective employer remember 
you and recognize you as a “brand.” Therefore, this logo should look distinctly different (e.g., either in 
color, in shape, or in size) from the rest of the text on your documents.  
 
In addition, you will design a simple and professionally appealing letterhead (about 1-2 inches in 
height) that includes your logo, your name and basic contact information (phone number, e-mail and 
address). This letterhead will appear at the top of all three documents (cover letter, résumé and 
memo) that you will be submitting for this project.  
 
Consider these questions as you design your logo and letterhead: 

 Should I use colors? What kind of colors or color schemes would be appropriate? 

 Should I use my initials or include my full name on my logo? 

 Which shape or what size would look best for my logo? 

 How can I incorporate C.R.A.P. principles to my letterhead design (e.g., can I create a 
stronger contrast using a different font? What is being repeated? Are the elements aligned)? 

 
Résumé (1-page, single-spaced) 
Once you have found a position, you will create or revise your résumé following the guidelines on 
pages 160-174 of our text. The content of your résumé should be tailored for this specific position. 
Think of this piece of 8½ by 11 paper as valuable “real estate,” where only the most relevant 
information should be included. Consider these questions as you create or revise your resume: 

 What is the most logical/appropriate order?  

 What should you include or exclude? For example, do you need to include a career 
objective? Do you need to list your high school information? What kind of courses should 
you include or elaborate on? Is it necessary to include physical addresses of your past 
employers or current university? 

 What should you emphasize or highlight? For example, should you bold or italicize the name 
of your degree or the name of the university? Or your position title, or the name of your 
employer? 

 What kind of keywords or similar language from the job ad could you incorporate into your 
resume? 
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 How can you use stronger or action verbs to describe your duties/responsibilities? 

 How can you quantify your accomplishments in terms of time, money and amount (e.g., size 
of teams you have led, number of hours you have spent, dollars and percentages tied to 
revenues you have generated)?  

 Are the items on your lists parallel with each other (e.g., each starting with a noun or a verb)? 

 How can your writing be more concise, clear and concrete? 
 
You should create your own design/layout for your résumé instead of taking a short cut by using a 
generic template, which can be difficult to customize and will not help you stand out among the 
other applicants. Your résumé should also look professional appealing (designed following the 
C.R.A.P. principles) and appropriate for its audience. For example, a résumé for a graphic designer 
should look very different than an accounting position.   
 
Cover or Application Letter (1 page, single-spaced) 
The goal of the cover letter is to elaborate, highlight, or emphasize the most relevant or important 
details in your résumé (i.e., it should not be treated as a “stand-alone” document that is separate 
from your résumé). Compose or revise your cover letter following the guidelines on pages 179-186 
of our text. The language you use in your application letter should simulate the language used to 
describe the desired skills of the ideal candidate for the advertised position. Include the following 
sections in your letter: 

1. In the opening paragraph, you will explain the purpose of the letter, the job ad (where you 
found it), the position/title and your most important qualification for the job. As stated in 
the textbook (p. 185), simply stating that you are graduating with a degree does not explain 
how you, unlike the other applicants who will graduate with the same degree, are best suited 
for this position. 

2. In the body of the letter (one to two paragraphs), you will relate specific qualifications/skills 
from your résumé to the position. You should show familiarity with/connection to the 
company or the position by incorporating identical or similar language or keywords used in 
the job ad or even on the company website (i.e., this letter should not appear to be 
“generic”). For example, if the employer specified in the job advertisement that the company 
is seeking a great communicator, you will need to incorporate keywords like 
“communication” or “communicator” and provide specific examples that demonstrate your 
expertise. 

3. In the closing paragraph, you will ask for an interview/phone call or indicate when you are 
available for an interview and thank the reader for his/her attention. You will also include an 
image of your handwritten signature in between the complimentary close and your typed 
name. 

 
Your cover letter should include the same professionally designed personal letterhead (bearing your 
logo, name and basic contact information) as your résumé.  
 
Memo (2-3 pages, ~1000-1500 words, single-spaced)  
This memo will serve as a report to me, your instructor, of the work you have conducted during this 
project; it should help me understand and evaluate how you have tailored your résumé and cover 
letter for this specific job. Write your memo with reference to the guidelines on pages 71-77 of our 
text. This document should be professionally informal (using pronouns like “I,” but not slang like 
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“y’know”), edited for concision and clarity and carefully proofread for correctness. Include the 
following three parts in your memo: 

1. Part I: Review what you know about the company (history, size, culture), the position 
(necessary and desirable qualifications and why you would be a good fit), and the audience(s) 
who will read your résumé and cover letter. This is where you will incorporate your findings 
from WA2: Employer and Job Advertisement Analysis. 

2. Part II: Describe how you tailored your résumé and cover letter for this particular position 
and why you made the choices that you did—these will include choices in design, layout, 
organization, and content for both documents. For example, what did you choose to 
emphasize (e.g., using bold letters or italics or upper cases) in your résumé? Why is it 
necessary to bold or italicize those elements? What did you choose to include/exclude in 
your letter/resume (e.g., GPA, interests, relevant courses, references), and why? What kind 
of keywords from the job ad did you incorporate in your résumé or cover letter? Why did 
you choose this color or layout or format (e.g., bullet point vs. paragraph, 1-page vs. 2-page)? 
Why did you choose this font as the body text? How did you apply C.R.A.P. principles to 
your résumé design or letterhead? How did the final version differ from the previous drafts 
(i.e., the most significant changes you made)? 

3. Part III: Reflect on what you learn through this process. For example, what was the most 
challenging part? What did you learn about your writing style? How did applying for this 
position help you understand aspects of your experience you might need to develop more to 
get this job?  

 
Your memo should also include the same professionally designed personal letterhead (bearing your 
logo, name and basic contact information) as your résumé and cover letter.  
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ASSESSMENT RUBRIC  

Memo (5%) 
 Missing or 

not 
submitted 
(0.0) 

Does not 
meet 
requirements; 
below 
average (1.0-
1.9) 

Meets 
minimum 
requirements; 
patterns of 
error (2.0-
2.9) 

Generally 
strong; few 
errors (3.0-
3.5) 

Exceptionally 
strong; 
consistently 
correct (3.6-
4.0) 

This document is formatted properly as a memo, including 12 
pt font, 1” margins, single-spacing, block paragraphs (no 
indentation at the start of each paragraph), the word “MEMO” 
or “Memorandum” at the top of the first page and a heading 
guide identifying the recipient (addressed to your instructor), 
sender, date and subject. It includes descriptive headings for 
each part and the document is about 2 to 3 pages in length. 
Page numbers are placed at the bottom of the page. 

     

Part I: You review what you know about the company, the 
position, and the audience who will be reading your cover letter 
and résumé. 

     

Part II: You describe the process of writing, designing, and 
revising the cover letter and résumé, telling me how you have 
tailored them for the position and what you have done to make 
them more persuasive and visually appealing.  

     

Part III: You reflect on what you learn through this process and 
how applying for this position help you understand aspects of 
your experience that you might need to develop more.  
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Logo and Letterhead Design (2%) 
 Missing or 

not 
submitted 
(0.0) 

Does not 
meet 
requirements; 
below 
average (1.0-
1.9) 

Meets 
minimum 
requirements; 
patterns of 
error (2.0-2.9) 

Generally 
strong; few 
errors (3.0-
3.5) 

Exceptionally 
strong; 
consistently 
correct (3.6-
4.0) 

Your logo includes either your name or your initials. It looks 
memorable and appropriate for your job. It is clear that you have 
invested time and effort to create a visually interesting design 
that stands out.  

     

Your letterhead is professionally designed using appropriate font, 
font size, height and colors. It includes your logo, your name, 
phone number, e-mail, and address. Overall, your letterhead is an 
excellent demonstration of contrast, repetition, alignment and 
proximity.   

     

The cover letter, résumé and memo include a professionally 
appealing letterhead at the top of the document (and only on the 
first page). 

     

 
Cover Letter (3%) 
 Missing or 

not 
submitted 
(0.0) 

Does not 
meet 
requirements; 
below 
average (1.0-
1.9) 

Meets 
minimum 
requirements; 
patterns of 
error (2.0-2.9) 

Generally 
strong; few 
errors (3.0-
3.5) 

Exceptionally 
strong; 
consistently 
correct (3.6-
4.0) 

This letter is formatted properly, including 12 pt. font, single-
spacing, 1” margins, block paragraphs (no indentation at the start 
of each paragraph), date, inside/recipient’s address, salutation, 
body text, complimentary closing, and an image of your 
handwritten signature. It is a page in length. 
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In the opening paragraph, you describe the purpose of the letter, 
the job ad (where you found it), the position/title and your most 
important qualification for the job. 

     

In the body of the letter, you relate specific qualifications/skills 
from your résumé to the job opening using concrete evidence. 
You show familiarity with/connection to the company or the 
profession. You use language that corresponds to the language 
used in the job advertisement and employ similar or identical key 
words.  

     

In the closing paragraph, you ask for an interview/phone call or 
indicate when you are available for an interview and thank the 
reader.  

     

Your language has a professional voice that is confident and 
enthusiastic. Varying sentence style structure is used to reduce 
repetition and add emphasis.  

     

 
Résumé (3%) 
 Missing or 

not 
submitted 
(0.0) 

Does not 
meet 
requirements; 
below average 
(1.0-1.9) 

Meets 
minimum 
requirements; 
patterns of 
error (2.0-2.9) 

Generally 
strong; few 
errors (3.0-
3.5) 

Exceptionally 
strong; 
consistently 
correct (3.6-
4.0) 

Your résumé has an immediate visual appeal that suggests 
professionalism, investment of time, care, and attention to 
details. It has been designed following the C.R.A.P. principles 
(contrast to “pull” the reader in and make it easy to pick out 
important information; repetition to provide a consistent “look 
and feel”; alignment to visually connect elements; proximity to 
indicate relationships between elements).  

     

The textual information is organized carefully and logically in a 
readable format and in the correct chronological order. Relevant 
credentials (e.g., experience and education) are listed with 
organization name, title, dates, and location. Results or 
accomplishments are quantified. 
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You incorporate similar or identical keywords from the job 
advertisement. 

     

Sentence fragments are concise; strong/action-packed verbs, 
parallel structure and appropriate verb tenses are used.  

     

 

Job Advertisement & Writing/Formatting (2%) 
 Missing or 

not 
submitted 
(0.0) 

Does not 
meet 
requirements; 
below average 
(1.0-1.9) 

Meets 
minimum 
requirements; 
patterns of 
error (2.0-2.9) 

Generally 
strong; few 
errors (3.0-
3.5) 

Exceptionally 
strong; 
consistently 
correct (3.6-
4.0) 

The job ad. includes information about the position (title of the 
position, basic requirements and/or desired qualifications) and 
the name of the company/organization.  

     

Overall, all three documents (memo, letter and résumé) are 
carefully edited and proofread. You use correct grammar, 
punctuation, and spelling. Your writing is clear, concise and 
concrete (e.g., using strong, active verbs, providing specific 
details, eliminating filler words). 

     

All four documents (memo, letter, résumé, and job ad.) are 
submitted and labeled properly in the correct format (PDF). 

     

 


