Unit 2: Business Discourse

Throughout the semester, we’ll be talking about the “business” of the sciences and of the university as an institution.  In this unit, however, we’ll look at professional modes of communication and we’ll explore—in unit 3—the ways in which the business world intersects with the traditional liberal arts university.  In unit 2, though, we’ll focus on the steps that you’ll need to take to gain entry into the business world.  Specifically, you’ll search for and subsequently design a résumé and cover letter appropriate for an internship in your field/major.  We will conclude the unit the way you would (hopefully) conclude an internship search: with an interview.
This unit project is designed to develop your research, preparation, and oral communication skills.  With respect to the first two areas, we’ll use the same process in Unit 2 as we did in Unit 1.  You’ll begin your project with a fairly broad search (“science internships”) that you progressively narrow down as you find internships that appeal to your specific interests (“8-week NIH Summer of Discovery Internship in Epidemiology in RTP”).  You’ll tailor the experiences and interests outlined on your résumé and elaborated in your cover letter to the specific job requirements, just like we did with the Burch Fellows proposals.
N.B.: Normally, we would visit the Career Center.  Because it’s currently under construction, however, Laura Lane of University Career Services will visit us to explain in detail the nuances of résumé and cover letter writing.
Feeder 1: Résumé.  After you determine the position you’re applying for, you’ll design a resume that highlights the skills requested for that specific position.  Use the résumé generator from UCS, available at http://careers.unc.edu/yourjobsearch/resumes_letters/resumes.html and consult the guidelines on the UCS website and BB.  Make sure to include the original internship posting so that I can evaluate the extent to which you show how you meet the position’s specifications.  This assignment, like others, will ask you to think critically about what your audience wants to see—and then deliver it.  Unlike more traditional papers, your proofreading skills and attention to detail become essential in résumé writing.  A misspelled word on a 1-page document eliminates your credibility and lands your résumé in the recycle bin.

Length: No more than 1 page


Due: Feb. 21
Feeder 2: Cover letter.  The cover letter is your chance to highlight the specific parts of your résumé that represent you in the best light possible and establish you as the best candidate for the position.  On your résumé, you selected the experiences that were most relevant to the position; in the cover letter, you’ll explain and direct your reader to the most relevant parts of your résumé.  If the résumé shows the “best” of you and your background, then the cover letter is the “best of the best.”  Follow the format guidelines on the UCS website and BB.  Again, you’ll need to pay attention to detail and make sure that your writing is concise, actionable, and free of spelling or mechanical errors.

Length: No more than 1 page


Due: Feb. 28
Unit Project: Mock interview.  Congratulations!  You’ve gotten through the first round of weeding out and you’ve been invited to interview for the internship position.  Using the strategies that Ms. Lane articulates, you’ll prepare for a 10-15 minute interview with another 102 instructor who will act as the HR representative for the company.  I’ll give you the name and contact information of your interviewer, but it’s your responsibility to set up a time and date for the interview.  You’ll need to adhere to the timeline specified on the rubric on BB and send your documents (description of the position, your resume and cover letter, follow-up thank you) in a timely manner.  You’ll be evaluated on your preparation (knowledge of the company, ability to follow steps before the interview), performance (confidence, specific answers, ability to “sell yourself”), and follow-up (professional thank you note/email).  Note that I will not assign your grade for this project.  You’ll be asked to interview with an instructor you don’t know in order to simulate as much as possible the conditions of an interview.  
This unit presents a type of writing and communication that is unlike most forms of academic discourse, but the skills that you’re being asked to demonstrate and develop are found throughout academic and professional work—gathering and organizing information, preparation, follow-through, oral communication, and, perhaps most of all, an awareness of your audience.


Length: 10-15 minutes


Due: Week of March 4-8  

