Writing for Your Career   Post Midterm Exam        Name_______________________

Write a Christmas Greeting

________________________________________________________________________________________________________________________________________________

Write directions from your house to your nearest convenience store

________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

Write directions on how to make coffee or English tea the way you prefer it

________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

Write about one of your school activities as if it is part of your resume.  Use some power words

________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

Write your educational history from high school thru college

________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

Write the body of a letter asking to move the time of an appointment from 2 o’clock to 2:30.

________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

Write a description of yourself

________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

Your co-worker in your office receive a phone call from Ellen Smith.  She wants your co-worker to call her back in order to talk about a presentation you are co-chairing.  Write a memo that will give your co-worker this message.
________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________

