USE OF WORD PROCESSOR AND SPREADSHEET

Task 1

Produce a two-page CV using MS Word as provided on Brunel University's intranet.  The CV is to be handed in both as a laser printout and as a Word file on a 1.44Mbyte floppy disk. (N.B. A CV printed on a very good quality inkjet printer is acceptable, providing it looks like laser output!)

The CV must contain all the basic information under appropriate headings:

· contact details

· education

· work experience / employment

· personal achievement

· interests and activities

Weighting of marks will be based on the following:


Weighting

Layout / formatting

Appropriate use of bold and italic typeface, 

tabs, indents and tables

and application of styles


8

Spelling, grammar

(i.e. - attention to detail – employers care!)


2

TOTAL
10

Less:

Penalty for late submission of final CV (max 1 week)
  Half of total marks

Later than one week from submission date
0

Hand in to Mechanical Engineering Departmental Office - Don’t forget to get your Assignment Submission sheet date stamped.
HAND-IN:
BEFORE
NOON on Friday, 20th December 2002


NOTE:

In need of further advice?  Try these useful web-sites:

www.brunel.ac.uk/faculty/tech/sandwich 




(then look up under ‘Current Students’ for info on CV preparation)

www.alec.co.uk
A good book to read is:

Davies, J.W.
(1996)
Communication for Engineering Students, Longman, Harlow, UK
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