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	Instructor:
	Course:

	Due by                                        on

	1) Create a rough-draft resume, and save as a Word Document or .rtf-with your initials and last name. Examples: jsmith-resume.rtf or brobertsresume.doc
Use all of the following resources: www.cpcc.edu/career/studentsgrads/resumes 

· Resume Presentation
· Resume Tips Tutorial

· CPCC Career Guide (hardcopies available at Career Services)

	2) DEADLINE 1 
by 

on
     (choose one method below)

	Meet with Career Services

Drop in hours are available at Career Services Central Campus, Monday-Friday, 10:00am-3:00pm (Central High Building, Room 122)
or

Make an appointment to meet with a career counselor about the rough-draft resume you created. Contact Info: www.cpcc.edu/career/stafflocation  704-330-6551.
Career counselor will give feedback and recommend improvements. Please ask counselor to stamp, sign and date your critiqued resume for assignment credit.

Appointments are first-come, first-serve. Contact Career Services early in the semester to ensure that you have enough time to meet the deadline. 
Reschedule policy- Unfortunately, at this time Career Services is unable to reschedule student appointments for class assignments without official documentation. This policy was put in place to reinforce personal responsibility. Students must show up on time for their scheduled appointments.
	Email to Career Services

career.services@cpcc.edu
Make sure to include the following in the subject line of your email:

Course name and #, Instructor Name 
Example:

Subject: ACA 111, Ms. Johnson
Earlier submissions are appreciated and will receive a quicker response time.
A career counselor will send you recommendations on how to improve your resume.


	3) DEADLINE 2
by

               on

Students submit to instructor a copy of critiqued rough draft (with counselor’s suggestions on it) along with a revised version of resume. 
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