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Discuss with a partner and answer the questions.
1. If you want a job, how do you convince the person that you are the right person for that job? _______
_______________________________________________________________________________________
2. What would you want to do to prepare for a conversation with that person? _____________________
_______________________________________________________________________________________
3. What would you tell the employer to convince them you are the person they should hire? __________
_______________________________________________________________________________________
4. What other things might you do to further convince the employer? _____________________________
_______________________________________________________________________________________
5. Name other ways you can impress the potential employer? ___________________________________
_______________________________________________________________________________________

After the video
1. What challenges might you face when producing a resume? __________________________________
_______________________________________________________________________________________
2. What could you do to overcome those challenges? __________________________________________
_______________________________________________________________________________________

Notes during “Resume Writing Tips” video.  List the 5 tips given in the video.  List examples for #3.
1. __________________________________	4. ______________________________________
2. ___________________________________ 	5. ______________________________________
3. ___________________________________
· _______________________________
· _______________________________
· _______________________________
Notes during “Cover Letter Tips” video.
1. ___________________________________	4. ______________________________________
2. ____________________________________	5. _______________________________________
3. ____________________________________
Facts to include in your cover letter.
1. ______________________________________	4. _______________________________________
2. ______________________________________	5. _______________________________________
3. ______________________________________	6. _______________________________________
Facts to include in your resume.
1. ______________________________________	6. _______________________________________
2. ______________________________________	7. _______________________________________
3. ______________________________________	8. _______________________________________
4. ______________________________________	9. _______________________________________
5.  ______________________________________ 	10. ______________________________________
Using the NGPF document, write down 14 things you didn’t know that should or shouldn’t be included in a resume or cover letter.
1. ______________________________________	8. _______________________________________
2. ______________________________________	9. _______________________________________
3. ______________________________________	10. _______________________________________
4. ______________________________________	11. _______________________________________
5. ______________________________________  	12. ______________________________________
6. ______________________________________	13. ______________________________________
7. ______________________________________	14. ______________________________________
