Professional Writing Assignment:    The objective of this in-class writing is for you to write something that you will really use and actually send to people. If there is a project not listed below that you would like to complete for this assignment, please have it approved by me first. 
 You may choose any of the following writings for your professional assignment:
· Updated Resume (see my resume for example- documents page of my website)
· Cover Letter (example -  document on class work page of my website)
· Application: College, Financial Aid Job (fill & print out and hand in a completed application)
· Email to a Career Professional in your Prospective Field (see details below)
Email Professional Writing Guidelines:


Subject line: 


Your name, Stony Point High School Student


Email Message Salutation: 
Dear Mr. / Mrs. / Ms. Last Name


First Paragraph:

Introduce yourself and explain why you are writing (ie: high school writing assignment, interest in career in the field, with
 the company).

Middle Paragraph:

Ask three specific questions about the work, company, career.


Final Paragraph:

Conclude by thanking the person for taking the time to answer your questions and helping you with your career study and 





future plans.

Example:
Subject line: Alison Steir: Stony Point High School student

Dear Ms. Wright,
I am a senior at Stony Point High School, and I am interested in pursuing a career in education. I am particularly 
interested in the IB program offered by Round Rock ISD, and know that you are are IB certified. 

I was wondering if you would be so kind as to answer a few questions for me:

· 
· Does your district provide extra pay for IB certified teachers?

· How many students are generally in IB English classes in RRISD?

Thank you for your time. I look forward to hearing from you.

-- 

Sincerely,
Alison Steir
alison_steir@roundrockisd.org
512-555-5555
