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Graduation Presentation Due Dates 

Graduation Presentations will be from April 2-5, 2018 
 
 
 Completed 

 
 
December 15, 2017: Presentation proposal due to English teacher   
 Complete the form that outlines your presentation details. 
 
 
January 26, 2018: Rough Draft of Cover Letter/Resume due to English teacher   
 You should have a rough draft of your cover letter 
 addressed to your potential employer and your resume 
 should be in the proper format. 
 
 
February 15, 2018: Community Service Hours   
 5 hours per year you attended RCHS (total 20). Hours are 
 submitted to Mrs. Salmon in the media center.  Ensure that 
 your hours are accurate and accounted for prior to the due 
 date. 
 
 
March 12, 2018: Four (4) copies of Final Cover Letter and Resume   
 These copies should be polished and accurate.  This is  
 “you on paper!”  Be sure this is the best representation of you 
 as this is what the community members will see first. 
 
 
March 12, 2018: Peer Reviewer Confirmed:   
 Should be an underclassmen and each reviewer can only 
 serve on one committee so please confirm with your reviewer 
 that they are only serving on your committee. 
 
 
 

10 Bonus Points: Complete an interview with appropriate evidence of the meeting.   
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Overview of Graduation Presentation Project 

(April 2-6, 2018) 

 

PROCESS 

 

Proposal Form:  Appendix 1 

 This form gives specific details about your presentation. 

 Due to your English teacher on December 15, 2017 

 

Cover Letter:   
Students will write a cover letter addressed to a potential employer.  This is the first 

impression of you on paper so ensure that you highlight the following: 

 

 Introduce yourself and tell why you want to work at this company. 

 What do you have to offer (why should this company hire you over someone 

else)? 

 Highlight your strengths and what you can bring to this company. 

 Be sure there are NO grammar or spelling errors-potential employers are 

looking for someone who pays attention to “the details”! 

 Keep the letter at one typed page (or less). 

 The letter should be written in the proper format.   

 Font: Times New Roman, size 12  

 Due to your English teacher by January 26, 2018 

 Once you have completed your letter and ensured it is exactly how you want 

it-you will need to make 4 copies to submit.  These copies are for the 

members of the scoring committee. 
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Resume: Appendices 2 & 3 

A resume is a document that sums up your skills, experiences and accomplishments 

so a potential employer can quickly see whether you are a good fit for a position. 

Before you start applying for jobs or internships, you'll need to write a resume. Even 

if you're new to the workforce, a strong résumé can help you stand out in the crowd!  

 

 Before you start typing your resume, take a moment to jot down the 

experience and skills you have that are relevant to the position you are 

applying for.  Research the company you are applying for and think about 

how you can show them you’re the one-the ideal candidate-they’re looking 

for.  Make them think “this person is perfect for the job”!  

 Especially when you're just starting out, your resume does not have to only 

include past employment. Think about experiences in which you've taken 

on leadership roles, demonstrated initiative, or learned a specific skill. 

You'll want employers to know about those. This list could include 

awards, skills with certain computer programs, volunteer projects, 

leadership roles in the community, university organizations, or classes 

you've taken that are relevant to the job.  

 Always keep the employer and job description in mind: how can you show 

them that your experience and skills make you perfect for this position? 

Keep whatever you list on your resume relevant and tailored to the 

position you are applying for. 

 Keep your resume to one page! 

 The resume should be written in the proper format.   

 Font: Times New Roman, size 12  

 Due to your English teacher by January 26, 2018 

 Once you have completed your resume and ensured it is exactly how you 

want it-you will need to make 4 copies to submit.  These copies are for the 

members of the scoring committee. 
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Graduation Presentations: 

 You are required to utilize a minimum of four (4) references/resources (no 

more than 3 internet sites). 

 You should include a reference section at the end of your presentation in 

APA style. 

 The complete process will be no longer than 15 minutes. Presentations 

need to be between 5 to 7 minutes with enough time for questions the 

interview panelists may have.  

 Presentations must be accompanied by a visual aid. This must be done 

using some form of technology.  Remember you must bring or secure all 

necessary items for the presentation (laptop and projector will be 

provided). 

 The panel will consist of a chairperson, teachers, and community 

representatives (i.e. business partners).  The panel will evaluate the 

presentation (see attached scoring guide). 

 Students that attend the Area Technology Center will be scheduled 

appropriately so they will not have to miss their classes at the ATC. 

 You should secure an underclassmen to attend your graduation 

presentation.  This must be noted when you turn in your application 

materials.  This student is only permitted to attend one presentation, so it is 

imperative to secure a commitment from them as soon as possible.   

 
 

Community Service: 

 10 points of the 100 point total will be generated from the required number 

of community service hours.  These hours need to be given to Mrs. Salmon 

by February 15, 2018. 

 Community service is a graduation requirement.  

 The requirement is 5 hours for every year you have attended Cooper so if 

you moved here your junior year, you would only be required to turn in 10 

hours. 

 See Mrs. Salmon for all questions concerning community service.                                    
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GRADUATION PRESENTATION PROJECT 

SCORING GUIDE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
PERSONAL PREPARATION 

 

 
Appearance:   As with all interviews you should dress in a businesslike manner. 
 
Clothing:  Recommended attire for Males: 
   Suit or dress slacks, dress shirt, tie, dark socks, dress shoes. 
   Recommended attire for Females: 

Suit, dress, or dress slacks or skirt with a blouse, jacket, nylons,  
dress shoes. 

 Community Service 

   (10 points total) 

 

 

 

 

 Cover Letter 

   (20 points total) 

 

 

 

 

 

 

 

 Resume 

   (20 points total) 

 

 

 

 

 

 

 

 Interview Presentation 

   (50 points total) 

 

 

 

 

 

 

 

 

 

 

BONUS POINTS: 

 

 Interview 

   (10 bonus points total) 

 

 

   

 

 

 20 hours = 10 pts. 
(or 5 hours per year at Cooper) 

 

 

 

 

 20 pts.      Purposeful, insightful, correct format  

 15-19 pts. Some purpose, correct format 

 10-14 pts. Limited purpose, mostly correct format 

 5-9 pts.     Lacks purpose, incorrect format 

 0 pts         No letter included 
Note:  10 points will be deducted from the total if not 

received by March 12, 2018. 

 

 

 20 pts.       Professional format, detailed content 

 15-19 pts.  Moderate format, limited content 

 10 -14 pts. Unprofessional format or limited content 

 5-9 pts.      Lacks format and detail 

 0 pts.         No resume included 
Note:  10 points will be deducted from the total if not 

received by March 12, 2018.. 

 

 

 50 pts. total  

 0- 25 pts: Content- at least 7 slides, complete 

answers, originality of ideas, and other support 

details, reference page cited. 

 0- 10 pts: Presentation/Response- clarity, 

completeness of thought, voice and tone 

 0- 10 pts: Appearance- eye contact, professional 

appearance and appropriate dress, body language 

 5 pts:  Peer reviewer present 

 

 

Total Points = 100 

 

 

 10 pts. For interviewing a person that is currently in the 

career field you chose.  The information should be 

included in your presentation as well.   
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PERSONAL PREPARATION 
 
 
Appearance:   As with all interviews you should dress in a businesslike manner (note this 

is different than what you would dress up in to go out on the weekend). 
 
 
Body Language: Introduce yourself to each panel member. Be sure to smile!  Be aware of 

nervous gestures: (clicking a pen, tapping on the desk, rolling around in a 
chair).  

 
Posture: Sit confidently. You are presenting yourself as a worthy candidate for this 

position – be relaxed, yet display assurance – a little nervousness is good. 
 
Expression: Smile to show friendliness and willingness to share with the panel. 
 
Eye Contact: Face the panel. Include all of them as you answer questions. The panel is on 

your side! Do not fear them. 
 
Gestures: Feel free to use gestures for emphasis, when appropriate. Avoid too many 

gestures or any that could distract from what you are saying. 
 
Voice Control: Let your voice work with you to indicate readiness and maturity. 
 
Volume:  Talk loud enough for everyone to hear you. 
 
Pitch and Rate: Avoid talking in monotone. Be sure to speak slowly to be understood. 
 
Articulation: Nothing indicates a learned person any more than saying exactly what he or 

she wants to say. Choose the best words to explain. Avoid speech crutches. 
(“You know;” “you see what I’m saying;” “stuff;” and “you know what I mean.”) 
Think before speaking. Use appropriate language and use the proper word. 

 
Emphasis: Be enthusiastic and confident about your accomplishments. Emphasize 

those achievements you think best indicate the person you have become. 
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INTERVIEWS 
 
These are examples of some of the questions that could be asked after your 
presentation.  Questions about personal history, achievements, work ethic, integrity, 
personal strengths and weaknesses may be asked in addition to some of the sample 
questions below. 

 
 
SAMPLE QUESTIONS 
 
 
1. Evaluate the importance of individual, personal communication skills (writing and speaking). 

In which aspect of communication do you feel most proficient? Why? What specific 
experiences in your education program helped you? How can you work to improve? 

 
2. Describe your community service experience (s).  How do you feel about the experience and 

what has it taught you? 
 
3. Discuss your proudest high school moment.  What specifically made you proud? 
 
4. The slogan “Aspire, Achieve, and Excel” is our motto. Please explain what this means to you 

and how you have applied it to your high school career. 
 
5. Summarize the importance of extracurricular activities in high school. List skills that may 

result through active participation. Rank your activities for their effectiveness and contribution 
to your development. 

 
6. Describe your three greatest strengths and weaknesses.   
 
7. What can you offer this company that other candidates cannot? 
 
8. Give me an example of a time your felt you went above and beyond in work/school?  Explain.   
 
9. What is your greatest failure and what did you learn from it? 
 
10.  What tools or techniques do you utilize to keep yourself organized? 
 
11. Tell us about your experience with the person you interviewed.  Who was it?  Where do they 

work?  What information left an impression on you during the interview?   
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Career Presentations 
 
Students will make a presentation to the Graduation Presentation committee along with an 
interview.  Presentations should make a personal connection between the student and their 
lifelong learning and how Cooper High School has had an impact on that connection, as well as 
a presentation of the information acquired about a career of their choice.  A significant amount 
of time and effort in preparation should be reflected in the final product.   
 
See your English teacher for questions, advice, or proposals for unique presentations.   A 
presentation proposal form must be filled out and submitted to your teacher.  Your cover 
letter and resume will follow soon after. 
 
Requirements for the presentation include… 
 
1. Present a career you are interested in.  This will be presented using some form of 

technology. 
 
2. Discuss the skills you have gained while being a student a Cooper High School and how you 

plan on applying those skills in your future career path.  Be creative and unique-the panel 
wants to hear more than basic information. 

 
Career Presentations Step-by-Step Process 

 
Step 1) Choose a career field you are interested in pursuing.  (e.g. Early Childhood Education, 

Pediatrics, Engineering, Mechanic, Dentistry, etc.) 
 
Step 2) Justify your reasons/interest in this career field. To do so, make sure you can answer 

these questions or statements. 
 What are the specific roles? 
 Skills necessary? 
 Work environment? 
 Appearance? 
 Specific education or training needed? 
 College/technical schools/institutions that provide necessary training for certification 

or degree in this field. 
 Employment outlook/Jobs available 5 years from now. 
 Salary (starting and average range). 
 Hazards in the workplace? 
 Potential drawbacks associated with this job? 
 Prospects for advancements/promotions? 
 Can you see yourself doing this job day to day? 
 Have you had experience in a part of this field before? 
 Do you know someone else who is in the field that has influenced you? 

 
Step 3) Organize your information to the above questions/statements and do so in a way that 

makes you stand out.  Highlight important information relevant to the job you are 
applying for. 
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Step 4) Create a presentation and prepare an informative speech based on your research. 
 
Requirements:  

 No less than 7 slides. 

 Readable font, graphics, etc. 

 Should include the complete scope of information listed above. 

 Include at least three (3) relatable images/pictures, charts, graphs, or diagrams. 

 Reference page (APA style) needs to be included but it is not counted as one of your 7 
slides. 

 Creativity is encouraged. 

 
 
Optional ideas that you may incorporate in your project: 
 

 Share information about someone you interviewed in the career field.  What interesting 
information did they provide you?  What is something that only someone in the field would 
know about the job? 
 

 Share a meaningful experience or describe your relationship with someone who has had an 
impact on your life/career choice in your presentation. 

 

 Incorporate your community service project and its connection to your future career. 
 

 Incorporate your experience from your interview and how that may have led to self-
discovery. 
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PRESENTATION PROPOSAL FORM 
 
 

Student Name: 
 
 
I have chosen to research a career in 
 
Check the Corresponding Career Cluster: 
 
  Agriculture   Human Services 
 
  Arts & Humanities   Information Technology 
 
  Business & Marketing   Manufacturing 
 
  Communications   Public Services 
 
  Construction   Science & Mathematics 
 
  Education   Social Sciences 
 
  Health Science   Transportation 
 
 
 
 

 
This is due to your English teacher on or before December 15, 2017! 
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INTERVIEW 
 
 
An extra credit component of your graduation presentation (10 points) is to conduct an 
interview with someone who works in your field of interest.  In order to facilitate an effective, 
useful interview, you need to develop questions for discussion from the areas listed below.  
Next, write in the actual question that you want to ask.  You must ask a minimum of five (5) 
questions, but feel free to ask more.  You will need to provide the questions and they typed out 
answers given to you from the person.  If you send them to someone via email, provide their 
written responses by printing out the email.  Make sure your paper has the following 
information:  Name of person interviewed, their occupation, and the questions with 
answers! 
 
 
Name of person interviewed:   
 
 
Occupation:   
 
 
Organization is the key to a successful written interview! 
 
 
Areas for questioning: 
 

 Formal education/specialized training required 

 Reasons for pursuing a career in chosen field 

 Estimated cost to reach career goal 

 Ways to finance career goal 

 Rewarding aspects of the job 

 Drawbacks of job/problem areas 

 How to stand apart/make a difference in the field 

 Years invested in career 

 Biggest needed change in the field 

 
 
 
 
 


