English 393, Blended Learning

Audience-Based Resume and Cover Letter 
In-Person Draft Workshop 



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

Submit:
Paragraph summarizing your group’s advice and feedback on your documents
Our primary focus today will be style. In other words, the grammar, consistency, layout, design elements, and cohesiveness of the application package.

You will review TWO of your classmates’ application packages. Ideally, you’ll review ONE that you saw earlier in the week and ONE that you did not. Even more ideally, that one new package will belong to your original partner.  (One of the components of the RCL Assignment you are turning in next week is to perform a rhetorical analysis on your original partner’s application package – this is part of your Memo.)
You’ll want to begin today by reviewing each job description used to write the cover letter. You should make margin notes (either directly on the drafts, or use track changes to review the electronic version, your preference). Once you are done reading and writing as much constructive criticism as you can on the two sets, your group will discuss each of the four resume/cover letter sets.
Finally, you’ll write a summary of your group’s responses to your own package and post it to ELMS. The summary should be one long paragraph to one page in length (single spaced).
Potential Schedule (each group will customize a schedule to fit the group’s needs)
5 minutes
Brief group discussion of anything essential about the audience that is not in your job description, and to give your classmates a specific list of areas you’d like them to focus on.

20 minutes
Read & comment on one classmate’s RCL, making notes directly onto the documents, either hard copy or electronically. Use the following questions to guide your responses.  Watch the clock to make sure you have 20 minutes to devote to a second package.
20 minutes
Read & comment on a second classmate’s RCL (best case scenario: your original partner).

20 minutes
Engage in thorough discussions of each group member’s cover letter & resume. Each writer will take notes during the discussion of his or her documents, and then use these notes to write up a summary of the groups’ comments that he or she will then post on their own draft on ELMS. Group members should review and discuss each other’s summary notes and make additions, ask follow up and clarifying questions, and provide additional feedback.

Questions to Consider
· Describe the overall impression the cover letter & resume provide.

· Resume: Comment on the layout, the organization, the inclusion of information, and the use of parallel structure (i.e., bullet consistency) as well as the use of action verbs and audience vocabulary.

· Cover Letter: Comment specifically on the organization of ideas on both a sentence-level and on a global level.  Does the letter flow from point to point, or are there awkward transitions? 

· Are there any glaring proof-reading mistakes?  Can you provide specific compliments regarding the writer’s grammatical prowess?

Please include any other advice, especially in regards to the areas the writer requested assistance with.  You may also comment on changes made to the draft.
