MARKETING/HOTEL MANAGEMENT – Resume and Reference Page Assignment:

Name:_____________________________________  Date Assigned: May 13, 2013
Assignment:  
1)  Prepare and submit a final copy of a Resume.  Typed draft copies showing progress and format are due periodically until final copy is due.
2) Prepare and submit a final copy of References to attach to resume (with a paperclip)

3)  Both count together towards the grade, if one is missing, the grade will reflect that.
4)  Copy draft and final documents to personal thumb drive with your name and labeled as your resume – file thumb drive and final resume and references in classroom “portfolio” folder.

(This would serve as a backup in the event of computer system breakdown.)

5) Copy documents to personal file on school /H: drive in your folder entitled “resume” – with your resume labeled “Resume for (insert your last name)” and reference page labeled “References for (insert your last name)”

DUE DATE -  Typed rough draft of DOCUMENTS:
5/20/13
Graded as quiz for timeliness and completion based on criteria below.

DUE DATE - FINAL DOCUMENTS:  5/31/13
Graded as test for timeliness and completion based on criteria below.

SENIORS:  ADDITIONALLY, YOUR RESUME AND REFERENCES MUST BE DISPLAYED IN A PORTFOLIO BINDER BY THE FINAL DUE DATE.

LATENESS:
First and second days late will result in five (5) penalty points for each day.   (Ex.:  A “perfect” document submitted 2 days late would be scored as a 90%.)   For each additional day of lateness, two (2) points will be deducted.
CRITERIA:

- Grading will include all items on rubric scoring sheet.

- Format and appearance may vary from samples available in classroom as a resource, but MUST be professional in appearance.

- Documents must be to “industry standards” and ready for submission to potential employers.

- Templates may be used, but may be more difficult to manipulate to your standards.  I would strongly recommend against using them – you may be sorry later and have to start again.
- If permission is denied or lost for a student to access the computers in the classroom, the assignment is still due as assigned. 
- Once you begin typing your documents, immediately save them to the proper folder on your MCTI h:/ drive.  Ensure against system failures and technical problems by taking this step immediately upon opening and starting your work.

- Preferred typestyle should be Times New Roman, Courier New or very similar in appearance.

- Margins of no more than 1 ½ inches from left and right/ top and bottom.

- Special attention to spelling, grammar and factual accuracy is required.

- No use of the word “I.”

- Resume:  
- One page typed document in 10 or 12 pt. typestyle, black ink.

- Your resume must be an accurate reflection of the skills and attributes that you would bring to a job.  It is not to be fabricated.  It must reflect your current skill level and education.
- If it assists you in targeting your “message” – consider the resume as a tool to help you secure any entry-level position in Marketing (or Hotel Management) for which you would qualify upon graduation from MCTI.  However, any dates or references to graduation will need to be in the present tense (i.e. Anticipated Graduation Date – June, 201_).

- References:  

- Reference page must use similar styling and appearance as resume for continuity.

- Consider a format that provides the complete contact information of your references, yet spreads it out fairly evenly over much of the page.  One potential method is to type the contact information as it would appear on an envelope – as opposed to straight across the page from the left margin to the right margin.  Then, add the phone and e-mail details below the complete address.
- Reference page must note your name on it – in the event that the “employer” separates your resume and reference pages.

- Three (3) job appropriate references are required – with full contact information listed.  Full name, title, company, address, phone, and e-mail if available.  References must give their express permission prior to their inclusion on the list.

- References may not include personal friends, peers, or family members.  

NOTE:  For purposes of this assignment, you may not use the term “References Available Upon Request” at the bottom of your resume.  This assignment also forbids the addition of your references to the bottom of the one page resume.  This approach to resume writing simply fills the resume page with information that detracts from YOU and what you can bring to the job.  Focus on your skills, education and attributes to fill the resume page – not the names and addresses of others!  Save that information for the Reference page. 
This assignment may be completed on home computers and copied to your thumbdrive to transport to school – but be very aware of any compatibility issues that this might cause.  Test the compatibility early in the assignment.  If you choose to do the assignment on a home computer and it does not copy to MCTI computers, no time extensions will be issued.
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