JOB APPLICATION
SELF ASSESSMENT
Once you have earned your degree, you prepare yourself for landing a job. You should exploit your deeper qualities and know your skills, achievements, interests and personal values.
MARKET ASSESSMENT
Placement offices, newspapers, journals and trade publications are sources of information on possible jobs. Contact with individuals or groups, alumni, friends and counselors let you know of potential job positions.  
RESUME
A resume (curriculum vitae) is a summary of your qualifications and intended career path. 
Personal Data: It includes name, date of birth, address, phone numbers, fax number, and marital status.  
Job or Career Objective: It should be single sentence. It may be general or specific.
[bookmark: _GoBack]Education: You may start with highest degree first. Include university name, location, dates attended, and degrees earned.
Computer Competency:
Work Experience: Give name, location and dates of employment for each company. Insert your position and title.
Achievements and Awards: Games, published material, debates, professional affiliations, student organizations and community services.
Personal Attributes: Hardworking, respectful, reliable and trustworthy.
Leisure/interests: Swimming, basketball, reading, travelling  
References: Available on demand 






COVERING LETTER
A covering letter accompanies the resume. While the resume records one’s achievements and highlights the job applicant’s potential, the covering letter persuades the prospective employer to read the resume and give you job interview.
Give necessary data and details in two and three paragraphs. Emphasize how your overall education prepared you for the work you seek. Full or part-time job responsibilities add valuable data to your resume covering letter. Suggest that in your responsibilities in previous jobs you gained practical experience and managed large funds honestly and correctly. Personal attributes (that you are hardworking, respectful, reliable and trustworthy) and ability to work with people may be added.
A covering letter has the following features:
· Sender’s address
· Date
· Recipient’s address
· Salutation:		Dear………………
· Subject line		(Purpose of the letter in capital letters)
· Body of Letter
1. Opening
2. Middle paragraphs
3. Last paragraph
· Complimentary Close
· Sender’s signature
· Sender’s name
· Enclosure:	Resume
Last paragraph:  It is for easy action. State when you are available on the phone or in person:








SAMPLE SENTENCES
Opening paragraph:	
· I graduated in Civil Engineering with distinction from UET Taxila in July 2013, attaining 3.89/4.00 GPA. 
· In September will your college need an Assistant Professor who can make learning realistic and interesting for students. If so, please consider me for the position. 
Middle paragraph:	
· My work with Habib Rafiq (pvt) Limited added to my coursework in Electrical Engineering. 
· The internships during summer breaks have given me insights into the growing need for kind of education needed by young people.
· I believe I always have something to learn from others who are more knowledgeable and skilled. 
Last paragraph:  It is for easy action. State when you are available on the phone or in person.
· To discuss further your requirements and my qualifications, will you please grant me an interview?
· Please contact me if you need additional information. You can reach me at 0333-0000000 in the evenings from 5 to 9. 
· I look forward to hearing from you or I look forward to your response.




















RESUME
PERSONAL PARTICULARS

NAME:			Babar Hameed Khan
 (
     
PHOTO
)ADDRESS:			137, Block-A, Faisal Town, Lahore
TELEPHONE:		042-35889999 (home)
042-35889997(office)
DATE OF BIRTH:		January 27, 1962
CNIC No:			61101-7776655-7

EDUCATION
1994-1996	Master of Science in Mechanical Engineering
Hong Kong University of Science and Technology
1990-1993 	Professional Diploma in Informational Technology
Hong Kong Polytechnic University 
1985-1987 	Bachelor of Science in Mechanical Engineering 
University of Hong Kong
1982-1985 	Higher Diploma in Mechanical Engineering 
Hong Kong Polytechnic University

WORK EXPERIENCE
Feb 96-present 	Senior Engineer, Hong Kong Limited
· Project management and design of E&M works in the construction and maintenance of Service Stations in Hong Kong and China
· Provide preliminary design and estimates for potential projects
· Handle regular maintenance work for service station facilities 
· Prepare tenders for E&M work for service stations
Sept 90-Jan 90 	Engineer, Motor Bus (1993) Co. Ltd.
· Design of depot facilities, commissioning of equipment in bus depot
· Supervision of workforce and the repair and maintenance of bus and depot facilities
· Liaison with vehicle parts manufacturers 
· Liaison with bus drivers to solve engineering and operational problems
Oct 88-Sept 90 	Engineering Graduate, Motor Bus (1993) Co. Ltd.
· A two-year training program included workshop practice, supervision, management, and design works in bus-maintenance field.

PERSONAL SKILLS
PC Knowledge: Lotus, Database, AutoCad, Multimate, MS Word, Word Star, Harvard Graphics, MS Windows, DOS

LANGUAGES 

INTERESTS
Badminton, Squash, Reading, Photography


