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CAREER PLANNING 

PROJECT 
Galena Park ISD Career and Technical Education 

PROJECT OVERVIEW 
The student will select a career of interest from the 

Workforce Solutions High – Skill, High – Growth Jobs 

In the Gulf Coast Region. With that career in mind, 

the student will create a resume, elevator pitch, 

cover letter, and prepare for an interview.               

TEKS addressed in this project are required in all CTE 

courses: (1) The student demonstrates professional 

standards/employability skills as required by 

business and industry. The student is expected to: 

(B) demonstrate professional standards and personal 

qualities needed to be employable such as oral and 

written communication, leadership, teamwork, 

appreciation for diversity, conflict management, 

customer service, work ethic, and adaptability; (C) 

demonstrate skills related to seeking and applying 

for employment; (D) create a resume and cover 

letter/letter of interest to document information 

such as work experiences, licenses, certifications, 

and work samples; and (E) demonstrate skills in 

evaluating and comparing employment 

opportunities. 

CTE Credit Recovery   
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Part One: Career Interest 

 

 

 

Complete the following for this section: 

✓ Complete Hard Vs Soft Skills activity (p. 3) 

✓ Read Workforce Solutions: High – Skill, High – Growth Jobs  

In the Gulf Coast Region (included in packet) 

✓ Complete Career Selection (p. 4) 
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When searching for a job, it is useful to be able to describe your skills. Job skills are often described 

in two categories: hard skills and soft skills. 

Hard skills are those you learn through on-the-job or institutional training. These include skills 

specific to a particular occupation, such as those involved in planning and teaching for teachers, or 

the ability to use specialized tools for a dental technician. 

Soft skills are those that can be used in any occupation. These skills are often called transferable 

skills because you can transfer them from one job to another. Often, these are the skills that you 

use and develop in everyday situations, not necessarily in relation to work. Soft skills include 

organizational and team work skills, as well as qualities such as initiative and attention to detail. 

A soft skill can be used in any job. A hard skill is learned for particular jobs. Being able to work 

well with others is a soft skill. A teacher who knows how to plan a lesson has a hard skill. 

 

Indicate whether the following are hard or soft skills by circling the 

best answer. 

 

pay attention to detail  hard / soft  skill 
able to use dental technician tools  hard / 
soft  skill 

write a computer program  hard / 
soft  skill 

problem-solving  hard / soft  skill 

do research on the Internet  hard / 
soft  skill 

repair a car  hard / soft  skill 

communicate effectively  hard / soft  skill install carpeting  hard / soft  skill 

resolving conflict  hard / soft  skill facilitate meetings  hard / soft  skill 

build a fence  hard / soft  skill 
make contributions in meetings  hard / 
soft  skill 

operate a cash register  hard / soft  skill make decisions  hard / soft  skill 

design a bridge  hard / soft  skill landscape a yard  hard / soft  skill 

maintain small talk  hard / soft  skill 
wait on tables in a restaurant  hard / 
soft  skill 

write an email or business letter  hard / 
soft  skill 

nurse patients in a hospital  hard / soft  skill 

Hard Vs Soft Skills 



Page 4 of 38 
 

 

 

 

 

After reading the Workforce Solutions: High – Skill, High – Growth Jobs In the Gulf 

Coast Region, write the career that most interests you below. 

 

The Career I am most interested in is 

 ___________________________. 
 

 

List 3 hard skills and 3 soft skills that you believe are required for your selected 

career.  

 

Hard Skills Soft Skills 
1. 
 
 
2. 
 
 
3. 

1. 
 
 
2. 
 
 
3. 

 

*You will simulate the application and interview process in 

Parts 2 – 5 for the career you selected.  

 

 

Career Selection 
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Part Two: Resume Writing 

 

 

 

Complete the following for this section: 

✓ Read Resume Writing Tips (p. 6) 

✓ Fill out Resume Writing Template (pp. 7 – 12) 

✓ Review Sample Resume 1 – 3 (pp. 13 – 15) 

✓ Write or Insert Typed Professional Resume (p. 16) 
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• Pay careful attention to spelling, punctuation, grammar, and style.  

• Proofread your resume carefully. Also, have several other people proof read your resume.  

• Organize information in a logical fashion. The Resume Worksheet can help you with your 

organization of material.  

• Keep descriptions clear and to the point – try to stay under 12 words.  

• As an associate or bachelor degree holder, you will most likely only need a one-page 

resume.  

• Use a simple and easy to read font. We suggest Times New Roman or Arial.  

• Use a good quality white or off-white bond paper.  

• Include as much work experience as possible – even if it does not obviously relate to the job 

you are seeking. Any job has transferable skills (i.e. computer skills, writing, speaking, etc.)  

• Tailor your information to the job you are seeking.  

• Be honest – don’t exaggerate.  

• Be specific and give examples. Provide numbers (i.e. # of people supervised, amount of your 

operating budget, etc.) whenever possible.  

• Use simple, everyday language.  

• Include dates whenever appropriate (i.e. dates of employment, activities, etc.)  

• Write out what acronyms stand for because an employer may not know what they mean. 

 

Resume Writing Tips 
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Use the resume worksheet to brainstorm and organize information for your resume.  

IDENTIFYING INFORMATION 

Name:__________________________________________________________________  

Current Address:__________________________________________________________ 

City:_____________________________ State:______________ ZIP:________  

Home Phone:______________________ Work (or Cell) Phone:____________________  

Email Address:___________________________________________________________  

CAREER OBJECTIVE  

A good career objective is essential. It should serve as the focal point of your resume, indicating what 

sort of job you are seeking, and what experience/skills you have to offer. It should be broad enough to 

cover any suitable employment, yet specific enough to indicate that you have a specific position in mind. 

You can change your career objective depending upon the job you are applying for. See the sample 

resumes for ideas.  

Some questions you may want to answer are:  

• What kind of employment do you want? Internship, coop, full-time, part-time  

• What type of position do you want? Customer services, sales etc.  

• Is there a particular industry you want to work in? retail, hospitality, healthcare etc. Which objective 

style do you want on your resume?  

Career Objective: 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

Resume Writing Template 
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EDUCATIONAL BACKGROUND  

As a high school student, you will list the name of your high school and expected date of graduation on 

your resume. Generally, once you begin college or technical school, you can omit your high school 

information because it is assumed you have completed high school or obtained your GED. If you have 

taken, or are taking, college-level courses or vocational/technical training, you can list that first.  

Name of school:_____________________________________________________________________ 

City and State of school:_______________________________________________________________ 

Expected Graduation Date:___________________________________ _________________________ 

GPA (if above a 3.0) optional:__________________________________________________________ 

PART-TIME EMPLOYMENT & SUMMER JOBS  

As a student you probably do not have much experience directly related to your career objective. That’s 

okay! You may have held part-time or summer jobs, and believe it or not, through those experiences 

you have developed valuable transferable skills that employers like to see in applicants. It also shows 

that you have held a job for a certain amount of time, demonstrating your work ethic and ability to 

manage your time between school and work. 

EXPERIENCE  

When describing your responsibilities and accomplishments, try to highlight areas that are specifically 

relevant to the type of position you are seeking. Start each description with an action word (see list of 

action words below).  

Name and city/state of company:______________________________________________  

Job Title:________________________________________________________________  



Page 9 of 38 
 

Date From: (Mo/YR)________________                Date To: (Mo/YR):____________________  

Description of responsibilities and accomplishments (Write your experiences in bullet statements):  

• Example: Responsible for sorting 1,000 small packages each hour of operation.   

• ________________________________________________________________________  

• ________________________________________________________________________  

• ________________________________________________________________________ 

 

Name and city/state of company:______________________________________________  

Job Title:________________________________________________________________  

Date From: (Mo/YR)________________             Date To: (Mo/YR):____________________  

Description of responsibilities and accomplishments (Write your experiences in bullet statements):  

• ________________________________________________________________________  

• ________________________________________________________________________  

• ________________________________________________________________________  

 

Name and city/state of company:______________________________________________  

Job Title:________________________________________________________________  

Date From: (Mo/YR)________________                      Date To: (Mo/YR):____________________ 

Description of responsibilities and accomplishments (Write your experiences in bullet statements):  
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• ________________________________________________________________________  

• ________________________________________________________________________  

• ________________________________________________________________________ 

HELPFUL ACTION WORDS  

Use action words to describe your experience and accomplishments. You should use present tense (i.e. 

“manage” or “collaborate”) when describing tasks that you are still doing. Use past tense (i.e. 

“managed” or “collaborated”) when describing tasks that you are no longer doing. 

• achieved   

• acquired   

• adapted  

• addressed  

• administered  

• analyzed  

• anticipated  

• assembled  

• assisted  

• audited  

• budgeted  

• calculated  

• centralized  

• changed  

• collaborated  

• composed  

• condensed  

• conducted  

• constructed  

• contracted  

• converted  

• coordinated  

• created  

• cultivated  

• demonstrated  

• designed  

• developed  

• devised  

• discovered  

• drafted  

• edited  

• eliminated  

• enforced  

• established  

• evaluated  

• expanded  

• explained  

• forecasted  

• formed  

• founded  

• generated  

• guided  

• hired  

• implemented  

• improved  

• informed  

• insured  

• interpreted  

• interviewed  

• launched  

• maintained  

• managed  

• marketed  

• minimized  

• motivated  

• negotiated  

• operated  

• organized 

• originated  

• oversaw  

• performed  

• planned  

• prevented  

• produced  

• programmed  

• promoted  

• provided  

• publicized  

• published  

• recruited  

• reorganized  

• reported  

• researched  

• resolved  

• reviewed  

• selected  

• separated  

• set up  

• simplified  

• solved  

• surveyed  

• staffed  

• supervise  

• taught  

• tested  

• trained  

• `used 



Page 11 of 38 
 

OTHER INFORMATION  

Merit Scholarships, awards, honors, achievements (include dates) and languages you are fluent in. 

Example: Honor Roll, Fall 2002 & Spring 2003; Fluent in Spanish, Perfect Attendance Award 2003, 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________  

Co-curricular activities (sports, clubs, volunteer activities, etc.) List full name of organization, include 

dates, and include offices/positions you have held if applicable. Example: Norton’s Suburban Hospital, 

Volunteer, Summer 2003 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

Computer skills Example: Proficient in Microsoft Office, including Word, Excel, and Powerpoint 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

REFERENCES  

It is fine to write “Reference available upon request” (see sample resume). However, you need to be 

prepared to present references in the event an employer requests this information. You should prepare 

an extra sheet of the same high-quality paper as your resume to be used as your reference page. You 

should be sure to put your contact information at the top of the page, preferably using the same header 

as is on your resume (see example). When thinking of references, consider supervisors you have worked 
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for and professors that you know in your discipline. Do not list friends or family as your reference. 

Remember, you must ask someone to serve as a reference before you can list him/her as one. Use this 

opportunity to network. Let your reference know that you are looking for a position, the kind of position 

you are looking for, and ask if they have ideas on how to find one. Also, provide your reference with a 

copy of your resume so that he/she can speak about your qualifications when asked.  

 

Name:____________________________ Title:_______________________________________ 

Company/Institution:________________________Dept.:______________________________                  

E-mail:___________________________________ Phone:______________________________  

 

Name:____________________________ Title:_______________________________________ 

Company/Institution:________________________Dept.:_______________________________                     

E-mail:___________________________________ Phone:______________________________  

 

Name:____________________________ Title:_______________________________________ 

Company/Institution:________________________Dept.:______________________________                            

E-mail:___________________________________ Phone:_____________________________ 
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Piece together the Resume Template and write your professional resume in the blank space below or insert your 

typed professional resume here.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

Written or Typed Resume 
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Resume Rubric 

  
Unsatisfactory 
2 pts 

Developing 
3 pts 

Proficient 
4 pts 

Advanced 
5 pts 

 

Content Unsatisfactory 
 
Resume is missing 3 or 
more categories of 
information. 

Developing 
 
*Resume is missing 2 or 
more categories of 
information. 

Proficient 
 
*Resume is missing some 
information but contains most 
essential 
qualifications listed. 

Advanced 
 
*Resume contains: 
*Contact Information 
*Education 
*Work Experience 
*Achievements 
*Volunteer Experience 
*Interests/Activities 
*Computer Skills 

 

Format Unsatisfactory 
 
*Does not follow clear and 
concise 
format and poorly written. 

Developing 
 
*Does not follow clear and 
concise 
format but contains proper 
content. 

Proficient 
 
*Either categories are not 
clearly defined or points not 
bulleted. 
*Resume not correctly 
formatted. 

Advanced 
 
*Margin is flush and clean 
*Individual points bulleted 
*Categories well defined. 

 

Spelling/Grammar Unsatisfactory 
 
*Assignment is complete 
but has many errors. 

Developing 
 
*Assignment is complete and 
has only five or six errors. 

Proficient 
 
*Assignment is complete and 
has only two or three errors. 

Advanced 
 
*Assignment is complete 
and without any errors. 

 

Attractiveness Unsatisfactory 
 
* Text fonts are difficult to 
read, or distracting and 
unattractive. 

Developing 
 
* Some effort to make text 
fonts readable, attractive, 
however, it is difficult to 
read. 

Proficient 
 
*Text fonts & sizes are 
readable, attractive format. 

Advanced 
 
* Text fonts & sizes are 
well chosen, exceptionally 
attractive, neat work. 

 

 

Part Two: Resume Writing 

Graded by: _______________________________ 

Grade: _____ / 20pts 
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Part Three: Elevator Pitch 
 

 

 

 

Complete the following for this section: 

✓ Read How to Create an Elevator Pitch with Example (pp. 19 – 22) 

✓ Answer Elevator Pitch Thinking Prompts (p. 23 – 24) 

✓ Write Elevator Pitch (p. 25) 
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How to Create an Elevator Pitch With Example 

How to Write a Perfect Elevator Speech 
BY  

ALISON DOYLE 

  

Updated December 09, 2019 

What's an elevator pitch, and how can it help your career? An elevator pitch – also known as an elevator 

speech – is a quick synopsis of your background and experience. The reason it's called an elevator pitch 

is that it should be short enough to present during a brief elevator ride. 

This speech is all about you: who you are, what you do, and what you want to do (if you're job hunting). 

Your elevator pitch is a way to share your expertise and credentials quickly and effectively with people 

who don't know you. 

Done right, this short speech helps you introduce yourself to career and business connections in a 

compelling way. It can help you build your network, land a job, or connect with new colleagues on 

your first day of work. 

When and How to Use an Elevator Speech 

If you're job searching, you can use your elevator pitch at job fairs and career expos, and online in 

your LinkedIn summary or Twitter bio, for example. An elevator speech is a great way to gain confidence 

in introducing yourself to hiring managers and company representatives. 

You can also use your elevator pitch to introduce yourself at networking events and mixers. If 

you're attending professional association programs and activities, or any other type of gathering, have 

your pitch ready to share with those you meet. 

Your elevator pitch can be used during job interviews, especially when you're asked about yourself. 

Interviewers often begin with the question, "Tell me about yourself" — think of your elevator pitch as a 

super-condensed version of your response to that request. 

 

https://www.thebalancecareers.com/alison-doyle-2058389
https://www.thebalancecareers.com/top-career-networking-tips-2062604
https://www.thebalancecareers.com/tips-to-help-you-get-hired-fast-2059661
https://www.thebalancecareers.com/starting-a-new-job-524793
https://www.thebalancecareers.com/tips-for-getting-the-most-out-of-a-job-fair-2061616
https://www.thebalancecareers.com/tips-to-make-a-better-linkedin-profile-2062332
https://www.thebalancecareers.com/types-of-career-networking-events-2059736
https://www.thebalancecareers.com/30-days-to-your-dream-job-day-18-2059440
https://www.thebalancecareers.com/job-interviews-4161912
https://www.thebalancecareers.com/tell-me-about-yourself-job-interview-question-2060956
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What to Say 

 

 

Illustration by Maddy Price. © The Balance, 2018 

Your elevator speech should be brief. Restrict the speech to 30-60 seconds. You don't need to include 

your entire work history and career objectives. Your pitch should be a short recap of who you are and 

what you do. 

You need to be persuasive. Even though it's a short pitch, your elevator speech should be compelling 

enough to spark the listener's interest in your idea, organization, or background. 

Share your skills. Your elevator pitch should explain who you are and what qualifications and skills you 

have. Try to focus on assets that add value in many situations. This is your chance to brag a bit — avoid 

sounding boastful, but do share what you bring to the table. 

Practice, practice, practice. The best way to feel comfortable about giving an elevator speech is to 

practice it until the speed and “pitch” come naturally, without sounding robotic. You will get used to 

varying the conversation as you practice doing so. The more you practice, the easier it will be to deliver it 

when you’re at a career networking event or job interview. 

Practice giving your speech to a friend or recording it. This will help you know whether you're keeping 

within the time limit and giving a coherent message. 

https://www.thebalancecareers.com/how-to-find-your-employment-history-2060696
https://www.thebalancecareers.com/top-skills-employers-want-2062481
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Be positive and flexible. You often aren’t interviewing for a specific position when you deliver your pitch, 

so you want to appear open-minded and flexible. Don’t lead with the stuff you’d rather not be doing. (For 

example, if you don’t want to travel a lot for work, that’s completely legitimate – but you needn’t volunteer 

that information right off the bat.) This is your chance to make a great first impression with a potential 

employer. Don’t waste it. 

Mention your goals. You don't need to get too specific. An overly targeted goal isn't helpful since your 

pitch will be used in many circumstances, and with many different types of people. But do remember to 

say what you're looking for. For instance, you might say, "a role in accounting" or "an opportunity to apply 

my sales skills to a new market" or "to relocate to San Francisco with a job in this same industry." 

Know your audience, and speak to them. In some cases, using jargon can be a powerful move — it 

demonstrates your industry knowledge. But be wary of using jargon during an elevator pitch, particularly if 

you're speaking to recruiters, who may find the terms unfamiliar and off-putting. Keep it simple and 

focused. 

Have a business card ready. If you have a business card, offer it at the end of the conversation as a 

way to continue the dialog. If you don’t, you could offer to use your smartphone to share your contact 

information. A copy of your resume, if you're at a job fair or a professional networking event, will also 

demonstrate your enthusiasm and preparedness. 

What Not to Say and Do During Your Elevator Speech 

Don't speak too fast. Yes, you only have a short time to convey a lot of information. But don't try to fix 

this dilemma by speaking quickly. This will only make it hard for listeners to absorb your message. 

Avoid rambling. This is why it's so important to practice your elevator speech. While you don't want to 

over-rehearse, and subsequently sound stilted, you also don't want to have unfocused or unclear 

sentences in your pitch, or get off-track. Give the person you’re talking to an opportunity to interject or 

respond. 

Don't frown, or speak in a monotone way. Here's one of the downsides to rehearsing: it can leave you 

more focused on remembering the exact words you want to use, and less on how you're carrying 

yourself. Keep your energy level high, confident, and enthusiastic. 

https://www.thebalancecareers.com/best-impression-at-an-interview-2060572
https://www.thebalancecareers.com/what-to-include-on-a-business-card-for-job-seekers-2062582
https://www.thebalancecareers.com/free-resume-templates-and-resume-builders-2058739
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Modulate your voice to keep listeners interested, keep your facial expression friendly, and smile. 

Don't restrict yourself to a single elevator pitch. Maybe you're interested in pursuing two fields — 

public relations and content strategy. Many of your communication skills will apply to both those fields, but 

you'll want to tailor your pitch depending on who you are speaking to. You may also want to have a more 

casual, personal pitch prepared for social settings. 

 

 

Elevator Pitch Example 

 

Example of an elevator speech when answering the “tell me about yourself” question in an interview:  

I am passionate about the health and wellness of my community; specifically in the area of physical 

therapy. My experiences job shadowing in the Pre-Med core, and completion of junior and senior 

projects, helped me decide healthcare is my career of choice. I believe my strengths in leadership and 

motivating people are assets in helping people make a difference in their lives. This is why I would like 

the opportunity to work for your organization.  

 

 

 

 

 

 

 

 

 

 

 

 

https://www.thebalancecareers.com/communication-skills-list-2063737
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Tell about you in 30 seconds! To develop an introductory statement that you can use in a variety of 

settings (waiting in line at Starbucks, sitting next to somebody on an airplane, sharing an elevator with 

somebody at work, participating in an interview), think about the following:  

 

Who am I?  

(the basics about you) 

 Example: “Hello, my name is… I’m a student at Windsor High School in the Pre-Med core.” 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________  

The past and present 

(your past experience and what you’ve been up to lately)  

Example: ”I just finished a 30 hour senior project, volunteering with a special needs T-ball team for 

children.” 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________  

The future  

(your longer term career goals)  

Example: “My ultimate goal is to become a physical therapist.” 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________  

Elevator Pitch Thinking Prompts 
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The company or organization “fit”  

(Why you’d be great for that company/organization+ why you’re interested).  

Example: “My experiences in athletics and our medical core have developed my strengths in leadership 

and motivating people. I want to help you move your clients towards optimal health.” 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 
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After piecing your answers together, create your final elevator pitch. 

Write your Elevator Pitch for the career you selected in Part 1 of this project. 

 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

Elevator Pitch 
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Part Three: Elevator Pitch 

Graded by: ________________________________ 

Grade: _____ / 20pts 

Elevator Pitch Rubric 

  
Unsatisfactory 
1 pts 

Developing 
2 pts 

Proficient 
3 pts 

Advanced 
4 pts 

 

Introduction Unsatisfactory 
 
You just started in with info 
or forgot your name. 

Developing 
 
You said your name and there 
is some attempt to create an 
intro, but I am not hooked. 
There was nothing unique or 
creative about the intro, or it 
was hokey or gimmicky. 

Proficient 
 
You used a sentence to 
introduce yourself in a way 
that showed some relevance 
and there was some creativity 
and it was memorable in 
some way. 

Advanced 
 
I'm hooked!!! You were 
honest, but used a twist and 
now I want to know more. 

 

Past / Present Unsatisfactory 
 
I don't know anything about 
what you do or have done. 

Developing 
 
I don't know enough about 
what you do or have done. 

Proficient 
 
I know what you do and have 
done that makes you an 
asset. 

Advanced 
 
I know what you do and 
have done that makes you 
an asset and I want to know 
more. 

 

Aspirations/Goals Unsatisfactory 
 
I get no sense of what you 
want to do with your talent / 
skills. 

Developing 
 
Your aspirations are either 
too narrow or not relevant to 
most audiences. 

Proficient 
 
Grandma can understand 
your goals and so can I. They 
are mostly relevant. They 
seem to make sense for you. 

Advanced 
 
Your goals immediately 
seem important to me too. 

 

Because/Why Unsatisfactory 
 
You made no attempt to tell 
me why your goals matter to 
anyone but you. 

Developing 
 
I get some sense of who you 
are and why your art matters 
to you, but not much 
understanding about what it 
does for others. 

Proficient 
 
You have told me what what 
your art will do with, through 
or for others. 

Advanced 
 
You have told me what what 
your art will do with, 
through or for others AND it 
immediately seems 
important to me 

 

Grammar/Clarity Unsatisfactory 
 
Sentences and thoughts are 
incomplete. 

Developing 
 
You did not get the basic 
structure right and there are 
grammatical mistakes. 

Proficient 
 
Clear and correct, but you 
might tweak the order to get 
more of a twist. 

Advanced 
 
Clear, correct and well 
organized 
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Part Four: Cover Letter 
 

 

 

 

 

Complete the following for this section: 

✓ Read Cover Letter Tips and Suggestions (p. 28) 

✓ Review Cover Letter Guide (p. 29) 

✓ Read the Sample Cover Letters 1 - 2 (p. 30 – 31) 

✓ Write or Insert a Typed Professional Cover Letter (p. 32) 
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Cover Letter Tips and Suggetions 
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Cover Letter Guide 
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Use the cover letter information to write your professional cover letter in the blank space below or insert your 

typed professional cover letter here.  

Write your cover letter for the career you selected in Part 1 of this project. 

Dear Future Employer, 

 

 

 

 

 

 

 

 

 

 

 

Written or Typed Cover Letter 
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Part Four: Cover Letter 

Graded by: ____________________________ 

Grade: _____ / 20pts 

 

Cover Letter Rubric 

  
Unsatisfactory 
2 pts 

Developing 
3 pts 

Proficient 
4 pts 

Advanced 
5 pts 

 

Spelling/Grammar Unsatisfactory 
 
*Assignment is complete 
but has 7 or more 
spelling errors. Writing is 
poor and needs a strong 
rewrite. 

Developing 
 
*Assignment is complete 
and has only 3 to 6 
spelling errors. Writing is 
vague or unclear at times. 
Tense may have some 
issues. 

Proficient 
 
*Assignment is complete 
and has only 1 to 2 spelling 
errors. Writing is clear, but 
the occasional unclear 
spot. Tense may be kept 
throughout. Some phrasing 
issues. 

Advanced 
 
*Assignment is complete 
and without any spelling 
errors. Writing is clear 
and understandable. 
Tense is kept throughout 
and good phrasing is 
used. 

 

Career Objective/1st 
Paragraph 
Identify job 
location and 
interest 

Unsatisfactory 
 
Missing first paragraph. 

Developing 
 
Two of three things 
missing. 

Proficient 
 
One of three things is 
missing. 

Advanced 
 
Identifies job, location, 
and interest. 

 

Body 
Describes your 
qualification/skills for 
the job 

Unsatisfactory 
 
Content paragraphs are 
just a regurgitation of 
the resume or is missing. 

Developing 
 
Content paragraphs are 
vague and mainly 
reference ideas already 
listed in resume with no 
explanation. 

Proficient 
 
Content paragraphs 
describe how applicant 
would be qualified, but 
could be more in depth. 

Advanced 
 
Content paragraphs fully 
describe how applicant 
would be qualified for the 
job. Not too much 
repeating of information 
from resume. 

 

Closing Statement 
Request for interview 
How to contact you? 
Signature line 

Unsatisfactory 
 
Closing is poor and no 
contact to your contact 
information is present. 

Developing 
 
Closing is fairly strong, 
and reference to your 
contact is weaker. 

Proficient 
 
Closing is mostly clear and 
refers to your personal 
contact information, but 
could be stronger. 

Advanced 
 
Closing is clear and 
references your personal 
contact information as 
well a formal thanks. 

 



Page 34 of 38 
 

 

 

Part Five: Interview Preparation 
 

 

 

 

 

Complete the following for this section: 

✓ Read Interview Questions and How to Answer Them (p.35) 

✓ Answer Common Interview Questions (pp. 36 – 37) 
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o Tell us about yourself. 

o Tell them how long you have lived in the area (if it has been several years or why you have 

recently moved here). 

o Quickly summarize your job skills or volunteer experiences. 

o What did/do you like best about school? 

o Tell them you especially liked working on team projects, any time you were in charge of a 

project, or organized any activity.  

o If you are/were in a CTE class share some of the skills and abilities you obtained through 

that opportunity. 

o Why are you leaving your current job? 

o I am looking to increase my responsibilities. 

o With this economy I needed more hours than they were able to supply. 

o Business is closing. 

o Why do you want to work for us? 

o I believe my skills and abilities are a good match. (Be prepared to explain why) 

o I have enjoyed my past experience with this company as a customer, client etc. 

o It would fit with my long-range career goals.  

o Have you ever been asked to leave a position? 

▪ My position changed and my available hours no longer matched those of the position  

▪ If other reasons- try and keep it positive 

o Why should we hire you? 

o I am reliable and will work hard. If you hire me, you will get someone who is not afraid to 

learn and is willing to go the extra mile. 

o Tell me about your weaknesses. 

o Probably my greatest weakness is my inexperience, but I am a quick learner, I want to work 

and you can teach me how you would like the job done. 

o What are your strengths? 

o If you have any strengths that fit the job, share those, if not… 

o Tell them you want to work, to learn and do the best possible job you can. 

o Tell us about a problem you had and how you solved it 

o Think of a situation at school, on a team, on the job and how you handled it. Talk about 

communication, getting help from someone else, etc. 

Questions to Ask the Interviewer 

o Describe your ideal employee. 

o How does an employee succeed on your team? 

o What are some of the objectives you would like to see accomplished in this job? 

 

Interview Questions and How to Answer Them 
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1. What do/did you like best about school? 

 

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________ 

 

2. Why do you want to work in this field? 

 

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________ 

 

3. Why should we hire you? 

 

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________ 

Common Interview Questions 
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4. What are your strengths? 

 

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________ 

 

5. Tell me about your weaknesses. 

 

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________ 

 

6. Tell us about a problem you had and how you solved it. 

 

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________ 
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Career Planning Project Grade Sheet 

 

Student Name: ___________________________________                ID: _________________ 

 

Campus: _____________________________________ 

 

 

 

 

 

 

 

 

 

 

 

Graded By (print): __________________________________ 

 

Graded By (signature): __________________________________ 

 

 

 

Point Value Activity Complete  
5 pts Hard Vs Soft Skills Activity (p. 3)                      Y / N 

5 pts Career Selection (p. 4) Y / N 

10 pts Resume Writing Template (p. 7 – 12) Y / N 

10 pts Elevator Pitch Thinking Prompts (p. 23 – 24) Y / N 

10pts Common Interview Questions (p.36 – 37) Y / N 

Point Value Rubrics 
              /20pts Resume Writing (p. 17)                      

              /20pts Elevator Pitch (p. 26) 

              /20pts Cover Letter (p. 33) 

              /100pts Total  


