Administrative Services

Job and Career Unit

Goal:
To complete required information used in applying and successfully obtaining a job.  You will also prepare a budget that will be based on the salary of the job you are applying for.  

Instructions:

1. Read Chapters 18, 19, and 20 in textbook.

2. Complete the “Does Your Job Match Your Personality???” Activity
· Copy and paste the paragraph that best describes you into a Word document – save as “Does Your Job Match Your Personality” – Create a “Career Folder” for all the documents that pertain to this project
3. Go to GCIS website and complete the activity
Cut and paste information into a Word document – Save all information into “1” document – save as “GCIS”
· Occupational sort “new” – narrow down to 20 or less occupations
· Skill Assessment

· Holland Personality types

· Occupational Clusters  (list top “5”)

4. Search the Internet for a job that you are interested in applying for or one that is in the career field that you discovered using GCIS.

5. These are great sites to start with as resources for searching for a job and completing the remainder of the assignment:

a. http://www.monstertrak.com/
b. http://www.CareerBuilder.com/JobSeeker
c. http://www.flipdog.com
d. http://www.monster.com
e. http://www.ajcjobs.com/wl/
6. Complete the attached job application for the job you are applying for.

7. Type a resume using the resume wizard in Microsoft Word.  Complete all sections and create data where necessary.

a. Go to http://www.resume-resource.com/ for examples of entry-level resumes and letter of applications/cover letters.

8. Create your own letterhead using Word(
9. Type a letter of application (cover letter) for the position you are interested in applying for using the letterhead you created

a. Go to the shared drive and read the following article:

i. Ten Cover Letter Don’ts

10. Create a Memo that explains proper professional dress for men and women in the business place. Addressed to me.  Can use the memo wizard for proper format.  

a. Use textbook or Internet as a resource for obtaining this information.

11. Create a PowerPoint presentation that incorporates at least 20 hints on proper interview technique – use an appealing design template and clipart – Use the Internet for research.

12. Prepare a budget for living expenses for one month based on the net salary of the job you are applying for (net is approximately 70% of gross).  

See example below for categories and format 

	Category
	Pct. %
	Net Pay

	Gross Pay –3970 per month
	2779

	Housing
	35%
	972.65

	Utilities
	8%
	

	Food
	10%
	

	Transportation
	15%
	

	Clothing
	4%
	

	Personal
	5%
	

	Savings
	5%
	

	Medical
	8%
	

	Debt
	10%
	

	Total
	100%
	


13. Go online and answer the “Practice Interview Questions for College Graduates – print the results: http://www.quintcareers.com/interview_question_database/college_student_traditional.html

Compile and turn in your work in the following order:

a. Cover sheet – name, class, date, and clipart
b. Job Application

c. Letter of application (cover letter)

d. Resume

e. Printout of job you are applying for

f. Memo on proper dress

g. Print out of PowerPoint presentation listing proper interview techniques – 6 slides per handout – greyscale

h. Budget

i. Sample interview questions

j. Word document listing

· Occupational sort

· Skill Assessment

· Holland Personality types

· Occupational clusters with the value

· Personality profile from “Does your personality match your job”

