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          Code      Topic Title                      Hours     Year(s)

______________________________________________________________________________

          (CLF721)  Job Search Techniques:

                    The Telephone & The Walk-In       1         2

          (CLF722)  The Letter of Application         1         2

          (CLF723)  The Resume (Personal Data Sheet)  1         2

          (CLF724)  Job Applications                  1         2

                                          TOTAL TIME FOR UNIT = 4

______________________________________________________________________________

UNIT GOAL:  Students will develop an understanding of the importance of

            the first contact in the job search process.

______________________________________________________________________________

Unit objectives:  Upon completion of this unit, the students will be

                  able to:

1.  List the important factors to consider when using the

    telephone for a job search and practice it in a role-playing 

    situation.

2.  Develop an understanding of the walk-in technique and

    the effects it can have on first impressions.

3.  List the components of a cover letter and write two examples.

4.  Recognize basic resume principles and put those principles into

    practice.

5.  Be able to test suggested components of a personal data sheet.

6.  Develop a resume.

7.  Complete sample job applications.
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REFERENCES: ------------------

RESOURCES: 

          Career Magazine   www.careermag.com/careermag
          Career Mosaic    www.careermosaic.com
          Occupational Outlook Handbook   www.jobweb.org
          Online Career Center   www.occ.com
          Riley Guide    www.jobtrak.com
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