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Year 2          Module 10  

Title:    Cover Letters, Resumes, and Personal Statements
    Answer Key

True or False

1. ____ Action verbs are persuasive.


True

2. –––– Action verbs are vague.


False

3. ____ Action verbs are reader centered.

True

4. ____ A resume is a personal summary.

True

5. ____ A resume must be limited to three pages.
False

Completion

6. Font size and type should be ________________________________________.   Times New Roman or Arial     size 10 0r 12

7. The ultimate goal of a resume is to obtain an ____________________.  Interview

8. Name two sections a resume must contain.


Contact information, 

Objective

Education

Experience

Honors and activities

9. Name two things that your personal statement should describe.


Details of you and your life


What you know about a particular field

How you learned about it 

Your life experiences

Your career goals

Your skills

Your challenges

Why you are special

10. Name three things that admissions representatives are looking for in personal statements.










Well-written










Detailed

Response to the question being asked

Level of effort

Grammar, spelling and composition

Originality

Something different

Proof-read

A professional job
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