English 393, Blended Learning

Audience-Based Resume and Cover Letter 
Online Draft Workshop



Submit:
Revised Draft of Audience-Based Resume and Cover Letter; Job Description (ELMS)

Submit:

Completed Draft Response for each of two classmates as Word document attachments (ELMS)
Directions:
Today, we’ll focus on the content of the Application Package: in other words, we’ll be paying close attention to the evidence provided in both the resume and the cover that demonstrates to a specific audience a candidate’s suitability for this particular position.

Drafts partners will be assigned shortly after submission; in order to receive draft partners, you must submit your draft on-time. Once you know whose resumes you’ll be reviewing, please read their job descriptions first and then turn to the resumes and cover letters.

You will be making comments directly onto your classmates’ drafts: either by using Canvas’s CrocoDoc software or by downloading your classmates’ drafts and using track changes or insert comments, then uploading your feedback onto Canvas. You should also be writing a summary response to each classmate, roughly one long paragraph to one page in length, taking into account the questions below. Make sure to upload this summary response onto your classmates’ draft as a separate document. Make sure your name is in the document.
Questions to Consider:

The Resume


· How do each of the separate parts of the resume address the job description audience? Be specific and detailed, and pay attention to vocabulary.

· List keywords that the writer uses from the job description specifically on the resume. Identify additional areas where these keywords may be used.

· In terms of the audience’s needs, what is the most impressive quality on this resume? Why? Is it appropriately described and in a prominent place?

· Identify anything on the job description that isn’t attended to on the resume and if possible, make suggestions for inclusion.

· Is there anything on the resume that shouldn’t be? Or should be reworded to meet the audience’s needs? Be specific in your discussion of what should be removed or replaced.

The Cover Letter 


· What does the cover letter specifically demonstrate about the writer’s research and the attention the writer has paid to the job description? 

· Comment on how well evidence is used to support the writer’s claims. Give suggestions for improvement.

· Consider the claim/evidence/analysis model – can you trace examples of claims being supported by specific examples and positive outcomes? Can you make suggestions where this can be improved? Be specific in your feedback. 

· Look at the organization of the letter – is the information most relevant to the audience in paragraph 2?
