Monday- 03/8/10- 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 and read today’s instructions

	6:05-6:20
	TYPINGPAL EXERCISE Today- “ A New Era”
 

	6:25-6:50
	REVIEW-Elements of a Good Resume – 

Use Mr. Carias’ resume example provided on the class website. Or other examples.
1. Where do you go in the ribbon to use Borders and Shading to format a header(Hint: it is not in home)?

2. What are some things to always include in a good resume?
3. What are some things that you should never include in a resume?



	6:50-7:20
	Announcements and Break Time

	7:20-9:00
	LESSON and WORK PERIOD and LESSON
· Describe to students how to complete the Shortcuts Exercises. Found on the website.

· Describe to students how to complete their Resume Reflection Essay assignment. Assignment is found on the Class website. Students can print it out in class.
· Students will continue to work on revising their Personal Resume- due this Thurs.
· Students that are finished revising their resume can begin their Resume Reflection Essay- also due this Thurs.

· Students must have already finished and turn in their H.W. Set #2
· Also if students are finished with Assignment- please begin Exercise 8- Personal Flyer need to complete and print out. 


Mon.- 03/08/10- SWBAT- DAILY OBJECTIVES
1) Improve- Typing Speed by completing Typing Practice. Enter results on website.
2) Review- How to use Shortcuts. Use the handout found on the website.
3) Review- How to use Borders and Shading, Parts of a Resume, and how to format a resume uniformly. 

4) Continue- Revising Personal Resume with Consistent Formatting.

5) Begin- Resume Reflection Essay.

6) Finish- Homework Set #2.

7) Finish- Exercise 8-Personal Flyer.
