Bear Creek Cooperative Education

LEVEL   2   PACKAGE
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	Assignments – 

	
	1.  Updated Resume

	
	2.  Revised Cover Letter

	
	3.  Completed Young Workers Awareness Program - Power Point

	
	4.  Technology Etiquette – cell, email, social media

	
	5.  Game Creation - Using Key Co-op Terms


[image: image13.wmf]Your Name: _______________________
Teacher: _____________

Bear Creek Secondary School

         

705-725-7712


Ext: _________________

Bear Creek Cooperative Education

Learning Goals:    

To exhibit readiness for the workplace 
through demonstration of the following:

job skill awareness including cover letter and resume preparation and interview skills; health and safety knowledge including WHMIS, accident reporting and Young Worker Awareness Program; new technology etiquette including appropriate use of cell phones, email, internet and social media at placement; demonstrated knowledge of cooperative education terms including accurate definitions of these terms.
Success Criteria:    
You will be available to begin a co-op placement 
once these skills and knowledge have been demonstrated through successful completion of this Level 2 Package.
During your co-op work placement you will be able to reference this knowledge and apply these skills in a “real-world” setting.

Please note:

Your teacher must have received all completed and signed forms prior to you starting at your co-op placement. 
Level 2:  Assignment # 1 and #2
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Revise Your Cover Letter and Update Your Resume
Instructions:
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1. Cover Letter:
· Type a cover letter for the co-op position you hope to obtain or you already have – 

· See Cover Letter format and the completed sample

2. Resume:

· Fill in the Resume Writing template
· Format and  type your resume using the example provided or another professional looking format of your choice

· Be sure to proofread carefully and refer to the action verbs for inspiration
[image: image15.wmf]COVER LETTER - FORMAT

Sally Smith


~ your name ~
123 Park Place


~ your street address ~

Barrie, ON


~ your city and province ~

L4N 9M5


~ your postal code ~

705-725-7712


~ your phone number with area code ~
sall1237@mail.scdsb.on.ca
~ your email address ~

September 10, 2014

~ today’s date ~

Mr. Brad Staples

~contact name at placement – leave blank if you do not have one ~

Vice Principal


~ contact name’s position if known ~

ABC Elementary School
~ potential placement’s full company name ~
567 Wellness Street

~ full company address ~
Barrie, ON


~ company city and province ~

L4N 9M5


~ company postal code – look this up if unknown ~

705-771-7777


~ company phone number and area code ~

Attention: Mr. Staples
~ attention: contact name – use proper Mr./Mrs./Ms. – if you do not have a contact name then address the letter to the Human Resource Manager ~

Paragraph 1 – This paragraph should indicate the position you are applying to and how and when you heard about this opportunity. Indicate what your future goals are if relevant to the position. 

Paragraph 2 – This paragraph should highlight some of the skills and experience you have that directly relates to the position you are applying form – past job experience, certifications and training, etc. Add any additional points that explain why you are the best person for the job!

Paragraph 3 – This paragraph should summarize the letter by thanking the employer for their time and consideration. Indicate how you can be reached should they be interested in having you for an interview. Only include an email address that is “appropriately named” and one that you will check.

Sincerely,

Sign your name in the space between sincerely and your typed name. Sign in blue or black ink only.

Sally Smith 

~ type your first and last name ~
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Sally Smith

123 Park Place

Barrie, ON

L4N 9M5

705-725-7712

sall1237@mail.scdsb.on.ca
September 10, 2014

Mr. Brad Staples

Vice Principal

ABC Elementary School

567 Wellness Street

Barrie, ON

L4N 9M5

705-771-7777

Attention: Mr. Staples

Please accept the attached resume as an application for the position of full time co-op student. I would appreciate the opportunity to complete my co-op by assisting a primary class at your school. My future goal is to attend college within an Early Childhood Education program.

For the past two summers I have been responsible for three young children under the age of 6. The majority of my time was spent preparing meals and snacks, feeding the children, cleaning and insuring they are active and well supervised. I am creative and therefore planned several outdoor activities and games to keep the children occupied. I feel confident in my ability to supervise children as I have had several years experience. I am certified in CPR and First Aid and have WHMIS training. As you can see from the attached resume, I will be finishing grade 11 in June of this year. While at Bear Creek Secondary School I have been on the honour roll each year.

Thank you in advance for your time. I look forward to meeting with you to further discuss my qualifications. I may be reached at home at 705-725-7712 or you can email me at sall1237@mail.scdsb.on.ca.

Sincerely,

Sally Smith

Sally Smith
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RESUME WRITING - TEMPLATE

Contact Information

	Name: 
	

	Street Address:
	

	City, Province:
	

	Postal Code:
	

	Phone Number:
	

	Email Address:
	


	OBJECTIVE
	

	
	

	
	


	TRANSFERABLE
	

	SKILLS
	

	
	

	
	

	
	

	
	


	WORK &
	

	VOLUNTEER
	

	EXPERIENCE
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	EDUCATION
	

	
	

	
	


	FAVOURITE 
	

	CLUBS/TEAMS/
	

	SUBJECTS
	


.

	CERTIFICATIONS
	

	
	

	
	


	REFERENCES
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SALLY SMITH

123 Park Place

Barrie, ON

L4N 9M5

705-725-7712

sall1237@mail.scdsb.on.ca
OBJECTIVE              To obtain a full time cooperative education placement at ABC Elementary School.
RELATED SKILLS
•
Strong organizational and detail-oriented skills


•
Effectively handle multiple tasks simultaneously


•
Demonstrated ability to acquire and apply knowledge rapidly


•
Independent work with minimal supervision and also a strong contributor to a team

WORK &

VOLUNTEER
EXPERIENCE
CAREGIVER
June 2013 – Present



Smith Family, Innisfil, ON

As an organized person, care for two children under the age of five to ensure that all daily tasks are  completed. Research activities and outings to help children learn. Prepare meals and snacks. Keep house tidy and ensure that all toys are organized and properly put away.

WAITRESS
May 2012 – June 2013



Holiday Inn, Barrie, ON

Worked as a strong  team member to clean tables, accurately place orders with chef, process cash and debit and credit card transactions. Very adaptable serving customers in a fast paced environment, meeting serving time goals every shift. Twice awarded employee of the month.
EDUCATION

Grade 12 OSSD Diploma
June 2014



Bear Creek Secondary School, Barrie, ON



Will graduate with honours this spring.

FAVOURITE

SUBJECTS
French, Health and Physical Education, Art

CERTIFICATIONS

WHMIS; CPR Level A and Standard First Aid; Service Excellence; Personality Dimensions; Infection Control; Leadership; Crisis Intervention; Forklift; Fall Arrest; Propane Exchange.

REFERENCES
Available upon request
Level 2:  Assignment # 3
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Young Worker Awareness Program

Health and Safety
Instructions:
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1. Review the Young Worker Awareness Program Booklet or go on-line to http://ywap.ca/english/seven.htm
or google – young worker awareness program Ontario – 7 things you should know
2. From student common/coop/level 2 –  Open and Complete slides 1-9 using this resource
3. Save, print and hand-in with Level 2 package
Level 2:  Assignment # 4
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Technology Etiquette:

Appropriate Cell phone, Email, Internet and Social Media use

Background:

Technology now allows us to be in constant communication with each other. We may frequently be emailing, calling or texting others throughout the day.

Some my update their Facebook information regularly. 

Instructions:
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1. Read the information below on cell phone etiquette, Facebook and email etiquette.

2. Create some guidelines for your own cell phone, Facebook and email use.
[image: image20.wmf]Cell phone etiquette: 10 dos and don'ts

Joanna L. Krotz writes about small-business marketing and management issues. She is the co-author of the "Microsoft Small Business Kit" and runs Muse2Muse Productions, a New York City-based custom publisher. 

1. Never take a personal call during at work unless it is an emergency. This includes interviews and meetings with co-workers.
2. Maintain at least a 10-foot zone from anyone while talking on a cell phone.

3. Never talk in elevators, libraries, museums, restaurants, cemeteries, theaters, dentist or doctor waiting rooms, places of worship, auditoriums or other enclosed public spaces, such as hospital emergency rooms or buses. And don't have any emotional conversations in public — ever.

4. Don't use loud and annoying ring tones that destroy concentration and eardrums. Grow up!

5. Never "multi-task" by making calls while shopping, banking, waiting in line or conducting other personal business.

6. Keep all cellular calls brief and to the point.

7. Use an earpiece in high-traffic or noisy locations. That lets you hear the amplification, or how loud you sound at the other end, so you can modulate your voice.

8. Tell callers when you're talking on a mobile, so they can anticipate distractions or disconnections.

9. Demand "quiet zones" and "phone-free areas" at work and in public venues. Not everyone wants to hear your call.

10. Inform everyone in your cell phone address book that you've just adopted the new rules for mobile manners. Ask them to do likewise. Please.
How to Avoid Getting Fired by Facebook
Here is a list of things you should do (or not do) in online social media venues like Facebook:
1. Don’t do it during work time unless you have permission to do so. Better yet, don’t use it at work ever. 
2. Don’t post anything that you wouldn’t feel comfortable posting or discussing in the lunchroom at work. Some people got busted for posting photographs of things that went on at parties. BAD BAD IDEA

3. Remove comments posted by others that can get you into trouble. Edit them directly or ask whoever posted them to remove them.

4. Raise your privacy settings. Be mindful that these settings only prevent the average user from digging out the information. Assume there is a chance that the information can still leak out.

5. Do not ever admit to anything even remotely resembling a crime. Cops and prosecutors know how to use Facebook as well as anyone. You’ll have a hard time undoing such an admission, even if done as a joke. If your boss doesn’t really like you, Facebook might become a good place to turn to find dirt that can be used to get rid of you.

6. Don’t disclose personal information that you are not comfortable having out there. Birthdates are a crucial piece of information used to identify people that might be better left out of your profile. DO NOT INCLUDE THE YEAR OF YOUR BIRTH UNDER ANY CIRCUMSTANCES.

7. Monitor your information. Google your name often, set up alerts and let people know what your expectations are for personal information. Let your close friends know where you stand so there are fewer issues. This is especially important for the photo junkies who like posting potentially embarrassing photos that may have you in one or more of them.

8. Be considerate of others when you are posting things. If your friend just started a new important job, don’t start posting stuff that won’t make it past the watchdogs. 

9. Don’t discuss confidential stuff online. If you aren’t sure, err on the side of caution. Don’t be afraid to ask someone before going ahead and posting something.

10. Be careful if you mix your personal and business online. People often make the mistake of carelessly mixing personal and business contacts. Be somewhat more conservative with your business than your personal contacts to minimize this source of potential problems.


Why do you need email etiquette?

A company needs to implement etiquette rules for the following three reasons:
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Professionalism: by using proper email language your company will convey a professional image.
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Efficiency: emails that get to the point are much more effective than poorly worded emails.
[image: image11.png]


Protection from liability: employee awareness of email risks will protect your company from costly law suits.

What are the email etiquette rules?

There are many etiquette guides and many different etiquette rules. Some rules will differ according to the nature of your business and the corporate culture. Below we list what we consider as the 32 most important email etiquette rules that apply to nearly all companies.

32 most important email etiquette tips:
1. Be concise and to the point
2. Answer all questions, and pre-empt further questions
3. Use proper spelling, grammar & punctuation
4. Make it personal
5. Use templates for frequently used responses
6. Answer swiftly
7. Do not attach unnecessary files
8. Use proper structure & layout
9. Do not overuse the high priority option
10. Do not write in CAPITALS
11. Don't leave out the message thread
12. Add disclaimers to your emails
13. Read the email before you send it
14. Do not overuse Reply to All
15. Mailings > use the bcc: field or do a mail merge
16. Take care with abbreviations and emoticons
17. Be careful with formatting
18. Take care with rich text and HTML messages
19. Do not forward chain letters
20. Do not request delivery and read receipts
21. Do not ask to recall a message.
22. Do not copy a message or attachment without permission
23. Do not use email to discuss confidential information
24. Use a meaningful subject
25. Use active instead of passive
26. Avoid using URGENT and IMPORTANT
27. Avoid long sentences
28. Don't send or forward emails containing libelous, defamatory, offensive, racist or obscene remarks
29. Don't forward virus hoaxes and chain letters
30. Keep your language gender neutral
31. Don't reply to spam
32. Use cc: field sparingly
Instructions:
Develop 10 guidelines for your own cell phone, Facebook and email use.  
1.

2.

3.

4.

5.

6.

7.

8.

9.

10.
Level 2:  Assignment # 5
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Demonstrate Your Understanding of Co-op Terms and Definitions
Instructions:
1. Create a card game or a board game that reinforces some of the terminology associated with the Cooperative Education program – discuss ideas with your teacher prior to starting.

2. Use the terms below and be sure to include definitions as part of the game.

3. Create a rules sheet.

4. Name your game.

5. Hand in to be marked.
Incorporate all of the terms below into your game.

Be sure to include definitions for each term as part of the game.

Compulsory credits

Optional credits
Hours per credit
Unions

Workers rights

Part time work

Full time work

Hourly wage

Public holidays

Leaves (pregnancy, parental )

Termination

WHMIS

PPE

Essential skills

Work habits

MSDS

PPLP

SHSM

WEA

WSIB

OYAP
Confidentiality

Ethics

Pre-placement

Journals

Time sheets

Absences

Portfolio

Career fair
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