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Course Project Three: Résumé and Cover Letter/Grad Application  
 
For your third formal project in this course, we would like you to apply many of the 
insights about document design and organization you gained from your work on your 
brochure project, as well as some of the persuasive strategies discussed in our readings on 
creating effective communications, by creating a résumé and cover letter (or CV and 
statement of purpose) targeting a specific position or opportunity.  
 
Résumés and cover letters are unique genres, ones that must reflect your professional 
identity while still closely adhering to the conventions and expectations of their readers. 
Whether or not you have created such professional genres before, you'll learn many new 
strategies for creating appealing, user-friendly, and persuasive documents. Indeed, 
students often return to us after this course saying that this work on these documents was 
among the most helpful and useful instruction they ever received—so even if you have 
experienced some success applying for jobs in the past, you are still likely to gain 
something from revisiting your documents with a more critical eye.  
 
In order to do this project well, you will need to complete a few steps. 

Step One 

You should begin by doing some research to find a few different 
openings/positions/opportunities that you could realistically consider applying for. (We 
have placed a number of resources to help you with this in our Blackboard/WebCT 
course shell.) Please take special note of the word realistically, because for an assignment 
like this, it is much easier to create a document geared toward an actual position you may 
have the qualifications for than some "dream job" that you will not be ready to do for 
several more years. 

To turn this around a bit, it might be easier to think about it like this: imagine your ideal 
job in five or ten years, and now think seriously about the kinds of experience and 
education it will take for you to get this dream job. Will you need to get an advanced 
degree? Will you need to do some kind of apprenticeship, internship, or training to get 
there? Do people who do the kind of job you eventually hope to have begin in another 
field, or work their way up from a particular position? Once you have a sense of some of 
steps it will take to get you from where you are right now in your schooling/career to 
where you eventually hope to end up, its time to think strategically and honestly about the 
next step. Maybe you need to apply for an internship? Maybe you need to consider going 
to graduate school? Maybe a shift in careers into a new field? 

To make this project as useful and successful as it can be, you need to create a résumé 
and cover letter that targets the next step in your professional development, not the final 
step! 



Once you have a realistic sense of your "next step," find an actual opportunity or position 
that would help you to get where you're hoping to go. 

 

Step Two 

Depending on what you have determined to be a realistic “next step” for you 
professionally, you will want to create a new résumé  that will be appropriate for this 
particular position. That is, given the circumstances, would a “functional/skills” résumé  
work, or is the more standard “chronological” résumé  more appropriate. What should 
your “objective” statement be? Why? What do you know of the culture, values, beliefs 
and practices of the field to which you are applying? What do you know about the 
specific culture, values, practices and beliefs of the organization to which you are 
applying? 
 
Similarly, in crafting an appropriate cover letter, you'll need not only to follow the 
superstructure of a letter appropriately, but you'll certainly want to incorporate many of 
the rhetorical moves we've been discussing throughout our course lectures and in your 
discussion sections about how to be persuasive. Again, what do you know of the culture, 
values, beliefs and practices of the field to which you are applying? What do you know 
about the specific culture, values, practices and beliefs of the organization to which you 
are applying? What activity, recent achievement, value or goal with respect to the 
organization can you praise in your opening, and how will this praise frame what you 
want to say about yourself? What have you been able to find out about the specific 
requirements of the position (or can you reasonably deduce about the skills that might be 
required in such work), and how can you demonstrate that you have these qualifications 
in a way that will be appreciated by your readers? 
 
To answer these questions for both your résumé and cover letter may require a lot of 
research and hard work, but remember -- your goal is to create documents that describe 
your the skills, experiences and training in terms of a very specific set of readers; you 
want them to consider you as already “one of them," and in order to do this well, you’ll 
need to spend some time really getting to know your target audience.  
 
Step Three 
 
Once you have gathered as much information as you can about the specific values, 
beliefs, goals, and needs of the organization to which you’re applying, you will have to 
begin drafting your actual documents. To do this well, you will want to apply everything 
we have been discussing in terms of document design (i.e., alignment, proximity, 
repetition, contrast) as well as much of the argumentative/persuasive skills we've been 
discussing this semester. You will also want to spend a lot of time reviewing the many 
documents we have included in the lecture on "Résumé s: The Good, The Bad and The 
Ugly." 
 



Once you are done, please submit your résumé and cover letter along with a one page 
description/explanation of your rhetorical situation so that we have a better sense of how 
to evaluate your work within the specific context of what you’re trying to accomplish. 
That is, tell us as much as you can about the position (you may wish to include an actual 
job posting or description of the program/department, if you’re applying to graduate 
school), along with any other pertinent information you’ve gleaned about the 
organization by doing research. Also, if there are any specific issue or challenges we 
should be aware of when reviewing these documents, you should include this in your 
description as well.  
 
As different sections of this class meet on various days throughout the week, your 
Discussion Section Leader will announce the exact time and location that the final drafts 
of your résumé and cover letters will be due, but in no case will this be later than 
Thursday, October 22nd -- and in fact it may be earlier than this! 
 
IT IS YOUR RESPONSIBILITY TO CONSULT WITH YOUR DISCUSSION 
LEADER ABOUT WHEN EXACTLY PROJECT TWO IS DUE. 
 
 
 
 


