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448  Unit 6    Relationships

Key personal and relationship skills you 
will use in this project include:

Evaluating choices and making decisions• 
Communicating respectfully• 
Organizing information• 

Academic Skills
  English Language Arts 

NCTE 4 Use written language to communicate effectively.

NCTE 12 Use language to accomplish individual purposes.

Write a Cover Letter
In this project, you will write a draft cover letter. You will have a 

local business manager review your letter and provide feedback. You 
will interview him or her about effective cover letters. You will then 
make revisions to your cover letter, and create an oral presentation .

My Journal

If you completed the journal entry from page 350, refer to it to see 
if your thoughts have changed after reading the unit.
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Research Job Leads
Use print and online resources to find a 

written job lead that appeals to you and for 
which you think you would be well-suited. 
Ideally, the job should be in a career path in 
which you are interested. Below are examples 
of places to find job leads:

Job listing Web sites• 
Newspapers• 
Magazines• 
Employment agency Web sites• 
Company Web sites• 

Write Your Draft
Compare the job lead you chose with the 

experience and skills on your résumé. Write 
a draft of a cover letter introducing yourself 
and expressing your interest in the job. Check 
your writing for accuracy and proper gram-
mar and spelling. Your cover letter should 
“sell” you. It should make you sound like 
someone a company would want to hire.

Writing Skills
Remember that your cover letter is mak-• 
ing a fi rst impression.
Use examples that illustrate your points.• 
Consider your audience.• 
Write in complete sentences.• 
Write concisely, meaning your writing is • 
brief but complete.

STEP 1

STEP 2

Project Assignment
In this project you will:
Use online and print resources to fi nd and • 
print an appropriate job lead.
Compare your experience and skills with • 
those required for the job.
Write a draft cover letter for the job.• 
Ask a local business manager to review • 
your cover letter.
Interview the business manager for infor-• 
mation on effective cover letters.
Make revisions to your cover letter. • 
 Use the notes from your interview and • 
your cover letter to create an oral presen-
tation for your class.
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Discussion Starter
What You Should Cover Ask 
students to consider what 
information they can include 
in a cover letter. Suggest that 
they put themselves in a man-
ager’s shoes to help them think 
of what a company is looking 
for. Have students think of cre-
ative ways to make their cover 
letter stand out.  (Students 
should understand the impor-
tance of being concise in their 
letters. They can also come up 
with creative ways to sound 
passionate and confi dent 
about the job.)

Research Job Leads
Remind students to recall 
their previous Unit Portfolio 
Projects and what jobs they 
would like to pursue. The type 
of job may also help them 
determine where to look for 
job leads. 

Step
Write Your Draft
As student write their cover 
letters, remind them that 
they should not list every way 
in which they can success-
fully complete the job—their 
résumé will do that. This is 
an opportunity to add a bit of 
personality to their résumé. 
Encourage students to sound 
professional, confi dent, and 
passionate. Also ask them to 
include in the cover letter any-
thing important that they did 
not include in the résumé.

N
C
L
B

NCLB project correlated 
to English Language Arts 
standards.

FOCUS

TEACH

STEP 1

STEP 2

Connect with Your Community
If students cannot fi nd a local manager in 
the career fi eld they are trying to get a job in, 
encourage them to fi nd managers at other loca-
tions that may interest them. Have students to 
ask the managers how their cover letters can be 
improved. (Remind students to be professional 
and polite during the interview. Have students 
write their questions before the interview and 
ask them to take frequent notes throughout the 
meeting.)

STEP 3
Build Your Portfolio Project
Give students these tips on completing a cover 
letter and giving an oral report:

Organize your notes from the interview so • 
that they can be shared with the class.
Share your new cover letter with the class, • 
and explain the changes you made.
Make eye contact with the audience.• 
Listen carefully to any questions from the • 
audience before responding. 
Communicate respectfully.• 

STEP 4
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