
In The Know Worksheet
Directions: After reviewing the In The Know in Chapter 10, Employment Communication, fill in the blanks below with the correct term.
1.
A traditional resume that provides a history of employment and education in reverse chronological order. _________________
2.
A resume that is posted on a web site or sent as part of an e-mail or as an attachment to an e-mail.___________
3.
A letter accompanying a resume; highlights major qualifications for a job.______________
4.
A letter thanking a prospective employer for an interview. _____________
5.
A nontraditional resume organized according to the most important function or skill for the job.____________
6.
Important words, especially nouns, in a scannable resume that match the employer’s list of key qualifications.______________
7.
A type of electronic resume posted on a web site._________________
8.
Repeating the same grammatical structure of a phrase or sentence._________________
9.
Organized from most important to least important._______________
10.A letter written to an employer or supervisor stating the writer’s intention to resign or leave the company._______________
11.A one- or two-page summary of job qualifications; uses elements of page design to highlight the most impressive qualifications.________________
12.Organized backward through time._____________

13.A letter of application written for an advertised position._____________________

14.Resumes written to be scanned for keywords by an optical scanner.________________
15.A letter of application written for an unadvertised position._________________
16.An ASCII plain text file that can be opened by most word processing programs. __________________
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