Marketing Education








Skills that last a lifetime  



Personal Marketing Unit 


FOUR EMPLOYMENT LETTERS PACKET

Personal Marketing Unit

Due Date:___________________

--300 Points--

Contents:

1.  Resume………………………a summary of your qualifications

2.  Letter of Application………………..……a sales letter
3.  Follow-up Letter…………..a reminder of your interest
4.  Resignation Letter….ensure a good recommendation

A note from your teacher…….(
This isn't an assignment you do to get a grade in school and then throw away after you see your evaluation.  This is an assignment that will GREATLY benefit the majority of you who will have to work for a living. I STRONGLY urge you to save this assignment on a flash drive or in your email account so that you won't have to "reinvent the wheel" when you start a future job search.  As you go off to college or enter the job market and your experience and qualifications change, all you will have to do is pull up your letters and make simple alterations.  

MANAGEMENT TRAINEE OPPORTUNITY

Are you a soon-to-be high school graduate with outstanding work references who is looking for an opportunity as a management trainee? Are you looking for a position that will provide a way of financing your college degree while gaining valuable work experience?  If the answer is yes, we would like to hear from you.  We have openings for soon-to-be graduates who have good sales training or past quality work experiences in a marketing occupation.  We are willing to completely pay tuition for people who will commit to earning a degree in business administration while working for our multinational clothing company.  After earning your four-year degree you will be assigned a two-year management training position in one of our foreign operations before returning to the United States to assume your first full time Executive-Level Management Position.  

The National Clothing Company is the largest manufacturer of clothing in the world with textile manufacturing, assembly plants, and retail stores circling the globe.  Our motto is "The sun never sets on a National Clothing Company operation!"  Our stocks are traded on the Tokyo, New York, London, and Zurich stock exchanges.  We are in the process of opening a new retail outlet in Ann Arbor and we have four college reimbursement management trainee positions available for the Ann Arbor location.  Collegiate management trainees will be required to work three ten-hour days a week with four off to study and attend classes. The ability to give excellent customer service is a hallmark of our company.  We offer an exceptional starting salary, paid vacations, bonus plan, profit sharing, complete medical coverage, partial monthly living expenses and a new company car for those who are willing to make the commitment.  Your focus must be on earning a business degree, servicing our customers, and preparing for an outstanding career and future.  

Apply by sending a letter of application and resume with at least three references to our National Human Resources Director:  Ms. Kara Morabito, P.O. Box 121, San Diego, CA 92101.  Only those with a strong career focus and willingness to relocate need apply.  Interviews will be conducted in San Diego, California, at our expense.  All listed references will be contacted prior to being selected as an interview candidate.  The National Clothing Company is an equal opportunity employer.  

PERSONAL MARKETING PROJECT INSTRUCTIONS:

Use the above career opportunity to write (1) a resume (2) a letter of application (3) a follow-up letter.  Your resignation letter should be written to your current job or a fictional part-time job.  Later on this semester you will be using this employment advertisement as a basis of your job interview. 

Name__________________

Employment Resume Evaluation
0  2  4  6  8  10
1.  Is resume typewritten and "framed" on one page, in proper resume format?

0  2  4  6  8  10
2.  Is resume free of typing, spelling and punctuation errors? 

(-1 point for each error)

0  1  2  3  4  5

3. Was a job objective stated?

0  1  2  3  4  5
4.  Are the main categories set off so information can be easily located?

0  1  2  3  4  5
5.  Is the applicant's name, address, phone number and email address centered at the top of the resume?

0  1  2  3  4  5
6.  Is the resume written in short concise phrases (not sentences) and correctly punctuated? Does the resume contain very few (if any) first person pronouns? (I, me, mine, my, etc.)

0  1  2  3  4  5
7.  Does the resume contain relevant personal information?

0  4  8  12  16  20
8.  Does work history include: (a) name of employer, (b) your job title
(c) employer's address, (d) employer's phone number,  

(e) supervisor's name and job title, (f) dates you were employed, 

(g) descriptive phrases of accomplishments/responsibilities using “action” words   

0  3  6  9  12  15
9.  Does the personal reference section include (MUST list 3 people): (a) name of personal reference, (b) job title of reference,  (c) phone number of reference,  (d) address of reference, (e) email address
0  4  8  12  16  20
10.  Does educational section include: (a) name of school, (b) school's address, (c) date of graduation,  (d) clubs/sports participation and honors, (e) relevant subjects taken, and (f) awards & certificates earned.

____________________________________________________________________

_______________
TOTAL POINTS FOR YOUR RESUME (100 POINTS POSSIBLE)


-20 points if turned in late
Name____________________

Letter of Application Evaluation

Also called a cover letter…

0  1  2  3  4  5
1.  Is the letter of application typewritten and "framed" on one page?

0  2  4  6  8  10
2.  Is the letter in proper business format? 

0  1  2  3  4  5
3.  Is the letter addressed to a specific person and did the applicant indicate their "source" of information?

0  1  2  3  4  5
4.  Does the letter contain correct sentence structure?

0  2  4  6  8  10
5.  Is the letter free of typing, spelling and punctuation errors? 

(-1 point for each error)

0  1  2  3  4  5
6.  Is the applicant positive and confidant about his/her qualifications?

0  1  2  3  4  5
7.  Does the applicant specifically state STRONG interest in the job?

0  5  10  15  20
8.   Does the applicant emphasize their outstanding qualifications and sell this as a reason to be granted an interview?  Does the applicant tell how they can benefit the company by explaining their specific 

(a) abilities/talents, (b) previous work experience, and (c) education and training?

0  2  4  6  8  10
9.  Does the applicant specifically state  how their past experiences and or classes prepare them for this job?

0  2  4  6  8  10
10.  Does the applicant specifically state that they would like to be granted an interview?  (don't be shy, sound aggressive!!)

0  1  2  3  4  5

12.  Does the applicant tell how and when they can be reached?

0  1  2  3  4  5

13.  Does the letter specifically mention the attached resume?

0  1  2  3  4  5

14.  Is the letter signed in the signature block area?

____________________________________________________________________

______________   TOTAL POINTS LETTER OF APPLICATION (100 POINTS POSSIBLE)




-20 points if turned in late

Name__________________

Follow-Up & Resignation Letter Evaluation

Two secret weapons to help you stand out from other applicants…

FOLLOW-UP LETTER

0  2  4  6  8  10
1.  Did the applicant thank the interviewer for the interview at the beginning of the follow-up letter?

0  2  4  6  8  10
2.  Did the applicant remind the interviewer of their major qualifications and selling points?

0  2  4  6  8  10
3.  Did the applicant specifically emphasize their interest in the job?

____________________________________________________________________

RESIGNATION LETTER

0  1   2  3  4  5
4.  Did the resignation letter indicate the employee's last day of work? (it should be AT LEAST two weeks away, to allow time for your employer to find a replacement)

0  2  4  6  8  10
5.  Did the resignation letter include a specific reason for leaving the present position? (use the CLAMPS  formula)

0  2  4  6  8  10
6.  Did the resignation letter state what the employee  had gained by being employed with the company? (you may have gained experience, skills, opportunity, etc.)

0  1   2  3  4  5
7.  Did the resignation letter state appreciation for employment?

0  1   2  3  4  5
8.  Is the resignation letter positive, even if the employee may have left because of dissatisfaction?

____________________________________________________________________

0  1   2  3  4  5
9.  Are both letters typewritten and "framed" on one page?

0  2  4  6  8  10
10.  Are both letters in correct business format?

0  3  6  9  12  15
11.  Are both letters free of typing, spelling and punctuation errors?



(-1 point for each)

0  1   2  3  4  5
12.  Are both letters signed in the signature block area?

____________________________________________________________________

______________
TOTAL POINTS FOR BOTH LETTERS (100 POINTS POSSIBLE)


-20 points if turned in late
