A coordinating conjunction with a
comma : | like to dance, but Jim

likes to sing.
\_ g
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a semicolon with a conjunctive
adverb a semicolon only : Some
common conjunctive adverbs:
Moreover However Otherwise

Therefore
\_

_

Bob is handsome; moreover, he is
rich. Bob is handsome; he is,
moreover, rich. Bob is handsome;
he is rich, moreover.

J
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contain one independent and one
subordinate (dependent) clause
the subordinate clause begins
with a subordinate conjunction
the clauses can appear in any
order

After the sun set, we built a
campfire - We built a campfire
after the sun set.

NC O\
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contains one subordinate
(dependent) clause two or more
independent clauses : Example:
Since we wanted to have fun, my
boyfriend and | went to San Juan
yesterday, and we danced all
night.
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Emphasize relevant experience
and minimize irrelevant
experience. You can distinguish
between relevant experience and
\_ additional experience. )

List your accomplishments, not
just responsibilities. (For example
mention ideas you had that may
have improved your workplace.)
Use vocabulary or keywords from
your chosen field
_/

Quantifying your Experience
Quantify your actions whenever

ossible.
P J

.
(
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[ Simple Sentence : Are made of

one independent clause and
therefore form a complete
thought.

Compound Sentences : Are made
of two independent clauses joined
in one of the following ways:

Complex Sentence

{ Compound-Complex Sentence

Literally: words function exactly as
defined The car is blue. He caught
the football

\/

Figuratively: figure out what it
means I've got your back.[] You're
a doll. Figures of Speech

Simile : Comparison of two things

using “like” or “as.” Examples The

metal twisted like a ribbon. She
is as sweet as candy.

\_
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Metaphor : Two things are
compared without using “like” or
“as.” - Examples All the world is a
stage. Men are dogs. Her heart is
stone

. J

Personification : Giving human
traits to objects or ideas -
Examples The sunlight danced.
Water on the lake shivers. The
streets are calling me.

. J

Hyperbole : Exaggerating to show
strong feeling or effect. -
Examples | will love you forever.
My house is a million miles away.

Understatement : Expression with
less strength than expected. The
opposite of hyperbole. I'll be
there in one second

J

Onomatopoeia : A word that
“makes” a sound SPLAT PING

SLAM POP POW
. J

Idiom : A saying that isn't meant to

be taken literally. Doesn’t “mean”

what it says Don't be a stick in the
mud!

- J

Pun : A form of “word play” in
which words have a double
meaning. | wondered why the

Emphasize vs. Minimize

Sentence Structure

Aresume is a summary of your
experiences and skills relevant to
the field of work you are entering.

A resume is an accomplishment

driven marketing tool for
individuals seeking employment.
A resume relates your experience

to your career objective. )

.
What is the Purpose of a Resume?
Know Yourself }
Know the Position ’\
Resume & Cover Letter Writing
TYPES OF RESUMES
FORMAT

(
Resume Format

Keep your resume format simple.
Use a uniform font type, font size,
and margin settings all around.
Suggested fonts are Times New
Roman or Arial. Suggested fonts
sizes are 10 to 12 point.

-

Suggested margin is 1 inch all
around. Do not use abbreviations.
Use bold, italics, and underlining

Cover Letter

baseball was getting bigger and
then it hit me. I'm reading a book
about anti-gravity. It's impossible
to put it down.

. J

Proverb: A figurative saying in
which a bit of “wisdom” is given.
An apple a day keeps the doctor

away

. J

Oxymoron: When two words are

put together that contradict each

other. “Opposites” Jumbo Shrimp
Pretty Ugly Freezer Burn

J
\
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Whenever you describe
something by comparing it with
something else, you are using
figurative language!

.

There are many different kinds of
figurative language: similes,

Figurative and Literal Language

metaphors, hyperboles, and
personification are just some of
the ones you might know!

\_

Alliteration is repeated consonant
sounds at the beginning of
words/group of words. Example:

Peter piper picked a pack of
pickled peppers. Example: Sally
sold seashells by the seashore.

. J
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What is alliteration?

Types of sentences

sparingly. Print your resume on
white or neutral color 8 %2 11 inch

paper.

AYd

The cover letter will: Introduce
you as a candidate. Clarify the
position for which you are

applying for.

Enable you to highlight your
strengths. Ask an employer to
take action

Your cover letter should be job-
centered not self-centered. The
cover letter should be 1 page
maximum. Use regular business
letter format. Always address the
letter to a specific person, not “To
Whom It May Concern

(
-
(
-
(
-

First Paragraph

Middle Paragraph

Final Paragraph

1) Understanding three types of
sentences Simple sentence
Compound sentence Complex
sentence

2) Practice 3) E-learning resources

Simple Sentences

Compound sentences

Complex sentence

The Imperative Sentence.

the Exclamatory Sentence

.

The goal of any good resume is to
show that you are a qualified
candidate and a good match for
the job. The resume motivates
employers to interview you.
Remember! Most employers
spend 10 - 20 seconds scanning a
resume. Keep your resume to 1

page!

J

Ask yourself... How can | target my
resume to the company | am
applying for? Next... Prepare an

inventory of your skills,
accomplishments, education,
goals, and experience

- J

Do the research and tailor your
resume to the position you are
applying for. The following is a list
of what you should know:

Necessary Skills. Desired
Qualifications. Required Education
and Work Experience. Key Values.

Job Duties

. J

Reverse Chronological Resumes

T T

Functional Resumes Targeted
Resumes Combination Resumes

Heading Objective Summary of

Qualifications Education

Experience

The first paragraph should include
information on why you are

writing. Mention the position you
are applying for and how you will
follow-up.

- J

The next section of your cover
should describe what you have to
offer the employer. Mention
specifically how your

qualifications match the job you

are applying for. Remember, you

are interpreting your resume, not
repeating it

-

J

Conclude your cover letter by
thanking the employer for

m m_/ k’/ \,,) \’/\ VAN VAN J \_ VAN
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considering you for the position.
Include information on how you
will follow-up.

\. J

The simplest sentence consists of
one clause : The old man died.
The man was 90 years old. His son

killed him.
\§ 4
4 .

Clause : A clause contains the
basic units of a subject (S)and a
verb (V).

\_ 4

Independent clause, for
independent clause : and nor but
or yet so

J

Independent Clause 1 +
coordinator + Independent Clause

g Y,

Sam loves cats and his wife loves
them too. Sam was playing golf,
so his wife went shopping.

AV
AN

An independent clause +
dependent clause(s) independent
clause

\_

Independent clause +
Dependent clause

Dependent clause, independent

clause

VA A Y AN

\/

Although Sam loves cats, he does
not keep any as pets. Although
Sam loves cats, he does not keep
any as pets because his wife
dislikes them

J
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An imperative sentence gives an

T T

order. It ends with a period OR an
exclamation point

. J

An exclamatory sentence

expresses strong feelings. It ends
with an exclamation point.

.




