Assignment no.1
Spring 2011
Total Marks: 15

1-11 Lectures

Deadline
Students are directed to submit their assignment before or by due date 14 April, 2011. (No assignment after due date will be accepted via e-mail)
Objectives: 
· To evaluate and enhance students’ understanding of the subject.

· To assess student’s ability of CV writing and comprehension of Seven Cs.

Instructions:

1. Late assignments will not be accepted.

2. If the file does not properly run, it will be marked zero.
3. Plagiarism will never be tolerated. Plagiarism occurs when a student uses work done by someone else as if it was his or her own.

4. If any assignment is found copied work, no marks will be awarded and the case may be referred to the academics for disciplinary action.
5. No assignment will be accepted through e-mail. 

6. The font color should preferably be black and font size should be 12 Times New Roman.

Q1: A well reputed Multinational Company urgently requires Computer Trainers. Post-graduate degree & experience in the relevant field is required. Competence in communication skills is a must. Applications along with detailed resume should reach by 20th April 2011 to 843, CII Gulberg Lahore.
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Example of Resume format

Cover Letter Template

Your Contact Information
Your Name 
Your Address 
Your City, State, Zip Code 
Your Phone Number 
Your Email Address 

Date 

Employer Contact Information
Name 
Title 
Company
Address 
City, State, Zip Code 

Salutation 

Dear Mr./Ms. Last Name: 

Body of Cover Letter 

The body of your cover letter lets the employer know what position you are applying for, why the employer should select you for an interview, and how you will follow-up. 

First Paragraph: 
The first paragraph of your letter should include information on why you are writing. Mention the position you are applying for. Include the name of a mutual contact, if you have one. Be clear and concise regarding your request. Convince the reader that they should grant the interview or appointment you requested in the first paragraph. 

Middle Paragraphs: 
The next section of your cover letter should describe what you have to offer the employer. Make strong connections between your abilities and their needs. Mention specifically how your skills and experience match the job you are applying for. Remember, you are interpreting your resume, not repeating it. Try to support each statement you make with a piece of evidence. Use several shorter paragraphs or bullets rather than one large block of text. 

Final Paragraph: 
Conclude your cover letter by thanking the employer for considering you for the position. Include information on how you will follow-up. State that you will do so and indicate when (one week's time is typical). You may want to reduce the time between sending out your resume and follow up if you fax or e-mail it. 

Complimentary Close: 

Respectfully yours, 

Signature: 

Handwritten Signature (for a mailed letter) 

Typed Signature 
Dos and Don’ts in writing cover letter

Don't lose them with your first sentence. 

According to the survey results, a cover letter and résumé get only a 15-second glance, so your first line either grabs the reader's attention or loses it. Hiring managers prefer you use a powerful first sentence that summarizes the top skills and experience you can bring to the job. For example, “Five years experience as project manager with a proven track record of being on time and within budget is the background I'd bring to your position.”

Do demonstrate that you can write. 

Many employers noted that they view cover letters as samples of applicants' communication ability since they likely wrote the letter themselves. Be sure to be concise and articulate, and never more than one page

Do illustrate the qualifications needed. 

Many applicants do not address the qualifications requested in the job listing -- big mistake. The better strategy is to address each specific qualification and state the experience and skills you possess to perform that task or function
*Above is just the template of Cover Letter. You can take ideas on how to write a cover letter according to the requirement

.

Asad Rehman
H # 16, Block b, model town Lahore

Phone # 9287655

	Objective
	

	Education
	Degree

Institute

Marks/Grades/div.

                            .



	Additional Qualification
	 

	Experience
	

	Distinction
	 

	Activities
	 

	Projects
	

	Published work
	

	Languages


	

	Skills
	Proficient in using MS word, excel, Corel draw  and Internet etc

	Strengths
	

	Personal Data
	Father’s Name      :



Date of Birth
     :


CNIC #                :      
Religion        
     :



Nationality
     :



Marital Status        :
             
Contact Number    :



            

	References
	Will be furnished on request.


This is just a specimen. Students may mold the format as per requirement.

Students were supposed to write a cover letter as well.
Q2: Recall Seven C’s of Effective Communication and Concise the following sentences.
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1. Legislators are already in the process of reviewing the statutes.

2. This policy has a tendency to isolate some communities.

3. In my opinion, this wasteful policy ought to be revoked.
4. There were many factors that influenced his decision to become a teacher.
5. They played a football game that was exhaustive.
SOLUTION:
1. Legislators are already reviewing the statutes.
2. This policy tends to isolate some communities.

3. This wasteful policy ought to be revoked.

4. Many factors influenced his decision to become a teacher.

5. They played an exhaustive football game.

