CS130/230 Assignment 3
Mail Merge
Date Assigned: Thursday, March 9, 2006
Date Due: Thursday, March 16, 2006
Total Points: 50
Using Microsoft Excel and Word you are to write a professional resume and accompanying cover letter to three companies you might want to work for after graduation.

The resume must consist of at least the following areas:

1. name and address 

2. job objective 

3. education 

4. work experience (most recent to least recent) 

5. computer skills 

6. relevant courses 

7. significant projects (optional) 

8. special interests (and/or activities) 

9. references (exactly three listed at the bottom of the resume in a table) 

You are to make this resume as real as possible and it must contain the date in which you are planning to graduate. If you are planning on going to graduate school, then include this in your resume under education and the date of graduation will be when you plan on finishing graduate school.

The cover letter is a letter to the company you would like to work for. This letter states a little about where you saw the add or learned about an employment opportunity, your background, planned graduation date, why you would like to work for this company, and when you would be available for an interview at their request. When composing this letter, choose three actual job opportunities from a paper, magazine, and/or the Web. Create an Excel worksheet with the employment opportunity information in the worksheet and set up the cover letter as a mail merged document including the pertinent information from the Excel worksheet. Also, you cannot use the word I more than four times in the entire cover letter.

The cover letter and resume are limited to one page each with the cover letter preceding the resume. The resume must fill an entire page while your cover letter must fill two-thirds of a page (no more than 1.5 spaces between lines). On the day this assignment is due, turn in a hard copy of the three mail merged cover letters and the accompanying resume (stapled together). Save your cover letter as cover.doc, your resume as resume.doc, and the excel file as jobs.xls in a FOLDER called yourPUNetID. Place this folder in the CS130 Drop Box by 6:00pm on 3/16/05 to be considered on time. Further, the hard copy of the cover letter and the resume is due on the instructor's desk no later than 6:00pm to be considered on time.

Do not wait until the last minute to finish this project. Your grade will be based on professional appearance, content, realism, grammar, spelling, and completeness. Although there is no way to know exactly what jobs you will be looking for (unless you are a graduating senior) you must have some idea. Realistically, evaluate the situation and apply for a jobs with a companies that you might be interested in working for.

I have included a PDF file on writing cover letters and resume on the class Web site. You may use the format of this information but do not copy any of the content or your grade will severely suffer. Further, do not use any existing resume or cover letter templates or materials of any kind. All work is to be an original design from scratch.

Note1: You must use the following word processing options in your resume: bold, centering, tabs, underlining, multiple font sizes, and tables.

Note2: Your Excel worksheet is to contain where you found the job, but do not mail merge the "where" field into the cover letter. This is just for me to see.

Note3: We do have a career development center at Pacific. You might find some useful information there. The web site is http://www.pacificu.edu/career

Note4: If ALL of the above information is not turned in by 6:00pm on the day the assignment is due, it will be considered late. 

