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	Name
	________________________
	Class
	________________________

	Date
	________________________
	Time
	42–50 minutes



	JOB POSTING



	Seaside Bookstore seeks a weekend sales assistant to greet customers, organize merchandise, answer 



	questions, support store events, and learn the point-of-sale system. The employer values reliability, 



	communication, attention to detail, and willingness to learn.


Candidate Evidence
	School club treasurer who tracks deposits and expenses.
	Volunteered at two community events serving visitors.
	Maintains an A/B average and uses spreadsheets for schoolwork.
	Enjoys reading and is available Saturdays and Sundays.
Part 1 — Match Needs to Evidence
	Employer need
	Candidate evidence
	How the evidence proves fit

	
	
	

	
	
	

	
	
	

	
	
	


Part 2 — Plan the Letter
Paragraph 1 — Position + specific reason for interest:
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Paragraph 2 — Three evidence connections:
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________________________________________________________________________________ 
________________________________________________________________________________ 
Paragraph 3 — Interest + availability + professional closing: 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________
Part 3 — Draft 
________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________
Revision Checklist
☐ Names the correct position/company.
☐ Connects at least three pieces of evidence to employer needs.
☐ Does not repeat the résumé word-for-word.
☐ Uses professional tone and complete sentences.
☐ Avoids unsupported claims and slang.
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10-Point Quality Check 
Position/company 2 | Evidence linked to job 3 | Professional tone 2 | Organization 2 | Mechanics 1
Final Reflection 
Which career cluster would you investigate first, and what evidence from your work supports that choice?
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
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