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2 CVs and Letter of introduction
Introduction 

The objective of this assignment is to provide an opportunity for students to demonstrate that they can create a curriculum vitae to suit agreed standard lines which promotes their skills and potential value to a future employer effectively and accurately.
Curriculum Vitae 

Draft CVs should be submitted to the group and copied to your tutor. The group should then agree a standard format for the production of final versions which will be included in promotional material available to interested parties. The final versions should emphasise skills, experience and knowledge relevant to the roles they have been allocated within the group and their own individual service to be offered. They will also be used for application to potential employers for work placement later. 

In Assignment 1 you were asked to create a CV to group format as above. This may need slight amendment depending upon the nature of position or duties applied for but either this or an adjusted version may be acceptable for this second task.

Letter of introduction

You should draft and prepare a letter that is suitable for sending to a prospective employer, with your CV as an enclosure. With correct grammar and spelling throughout, this letter should introduce you and provide the reader with interesting and pertinent information about yourself, your experience, education and such further information as you consider relevant (or are advised to incorporate by your tutor).

The letter should fit easily on two single side A4 sheets, be set out in a manner perceived as normal for a business letter and be suitable also for sending by e-mail and being printed on receipt. Care should, therefore, be taken when selecting software, application versions font styles and any colours or graphics.

Learning Outcomes covered by this assignment

1.1 student can assess individual roles within a group

4.1 student can contribute effectively as a group member

4.2 student can produce effective group documentation
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