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ENG 1112 D Fall 2013
Prof.  Elena Ilina

Writing Assignment 1:

Résumé and Letter of Application

DUE DATE:  September 27, 2013
NAME: Talal Omar
STUDENT NUMBER: 7310634
In this assignment, you will create a résumé and letter of application that are geared toward a particular job advertisement.  You can use actual education and work-related information about yourself, or you can respond to an advertisement that offers a position you aspire to obtain once you finish your education and acquire relevant experience.  In both cases you will create useful and realistic documents.  
This assignment aims at helping you to create a résumé and letter or to improve documents that you have previously prepared.

When you submit your documents for a grade, attach a short paragraph identifying the company name and the position to which you are applying (or simply attach a copy of the advertisement).

Your assignment is to be submitted to your workshop leader at the beginning of the workshop period.

INSTRUCTIONS:

· Type a one-page single-spaced résumé and a one-page single-spaced letter of application;
· Use standard white paper;
· Use 12-point Times New Roman black font;
· Provide 1-inch margins on the top, bottom, and sides of your documents;
· Please hand in a recent rough draft and this assignment page with your documents.  Your rough draft must contain some meaningful visible editing;

· Please attach this assignment sheet to your assignment and staple all documents together
We will evaluate your résumé and letter of application according to the following criteria:

Content (40%):
· You have written your text in a professional style, keeping the intended readers in mind;

· Your content is relevant, accurate, and complete for the circumstances;

· You have followed the instructions.
Organization (30%):
· You have followed normal conventions for writing résumés and letters of application by using correct format; 

· Good sequencing and layout make your text easy to read;
· Your letter of application, your résumé, and your job advertisement are stapled to your assignment sheet.
Language and Style (20%):
· You have used your own wording; 

· Sentence structure, grammar, punctuation, spelling, and vocabulary are correct;

· The level of language is appropriate.
Draft (10%):
· Your draft contains some visible, meaningful editing;
· You have shown your draft to your Workshop Leader and to your peers one week before the assignment is due.
