Thursday- 03/04/10- DAILY CLASS AGENDA
	Times
	Description

	6:00-6:05 
	INTRODUCTION
· Open class website at http://www.quia.com/pages/lcarias13/page2 
· Open Daily Class Agenda-  

	
6:05-6:05
	
TYPINGPAL EXERCISE Today- NONE
 

	6:05-6:20
	REVIEW-Elements of a Good Resume 
· How do we insert/delete bullets and increase/decrease indenting them?
· How do we use the thesaurus to search for synonyms? Present Tense vs. Past Tense?
· How do we use Borders and Shading to format headings?
· How do you use Action Verbs to write job responsibilities in a Resume?
· What does it mean to quantify your achievements?
· Give two examples of consistent formatting in a resume and how to create it?

	6:20-6:50
	LESSON- 
· Describe to students how to insert number lines in a document. 
· Describe to students how to complete their resume and Resume Reflection Essay assignment.

	6:50-7:50
	WORK PERIOD
· Students will continue to work on their Personal Resume- due next Thurs.
· Students will begin their Resume Reflection Essay-due next Thurs.
· Students will complete their Homework Set #2 Assignment-due this coming Tues. 



Thurs.- 03/04/10- SWBAT- DAILY OBJECTIVES
1) Review- Parts of a Resume, and how to format a resume uniformly. 
2) Review- how to create bullets from information.
3) Review- how to use borders and shading to highlight a header.
4) Review- how to use a Thesaurus in present tense mode.
5) Understand- how to insert line numbers in a document.
6) Continue- Personal Resume.
7) Begin- Resume Reflection Essay.

