
AIS BPA PROJECT 
Advanced Interview Skills 
 
Description:  This project is based on the “Advanced Interview Skills” event. First, 

you will select a job to apply for a Professional Business Associates, a fictional 
business. Second, you will prepare a resume and cover letter for this position.   

 
Finished Product:  Turn in a hard copy of your Resume and Cover Letter. In addition, email your 

resume and cover letter.  
 
Grading: This project is worth a total of 200 points (Resume 100; Cover Letter 100). 
 
Work Days:  August 24 
 
Due Date: Resume, Cover Letter, Due End of Class on August 24 
 
 
 

 Resume 
 
 Cover Letter 
 
 
  



IT’S TIME TO GET A JOB! SELECT ONE OF THE FIFTY JOB OPENINGS LISTED IN THE 
ORGANIZATIONAL CHART AT THE BOTTOM OF THE PAGE. IMAGINE THESE JOBS WERE 
ADVERTISED IN THE NEWSPAPER OVER THE WEEKEND. MAKE SURE TO SELECT A JOB 
WHICH SOUNDS INTERESTING AND RELATED TO SOME OF YOUR COURSEWORK AND/OR 
PERSONAL EXPERIENCES. PREPARE YOUR RESUME AND A COVER LETTER TO APPLY FOR 
THE JOB. ADDRESS YOUR COVER LETTER TO: 
 
Ms. Julie Smith 
Human Resources Department Manager 
Professional Business Associates 
5454 Cleveland Avenue 
Columbus, OH 43231-4021 
 

 

 

 


