Melanie Fields

2135 S. Michigan Ave. Loft 204

Chicago, IL 60616

December 14, 2012 

Roosevelt University
430 S. Michigan Ave.

Chicago, IL 60605
  
Dear Sir or Madam,
Please consider my attached CV, resume, references, and letter of application for any tutoring and teaching positions at Roosevelt University.  My teaching experience, computer knowledge, writing, and graduate course work would be a great benefit to Roosevelt University. 
I am an M.S. candidate at Illinois Institute of Technology. I have completed all of the coursework for my degree program. I will obtain my second graduate degree in December 2012.  Currently, I am working as a DeVry University English instructor. Teaching, technology, writing, and communication tools fascinate me.  

I developed a love for teaching and tutoring while pursuing my B.A. at Bennett College and obtaining my M.A. at Bowling Green State University.  I gained valuable teaching and writing consultation experience from both educational institutions. I was a Writing Fellow intern during my senior year at Bennett College.  I assisted two professors in teaching and tutoring students during English Composition and Developmental English classes and outside of them.  Later, at Bowling Green State University I taught English Composition, Introduction to a Variety of Writing classes, and I worked as a writing consultant for the Writers Lab.  I also, evaluated portfolios for four academic semesters.   In these positions I helped students from a variety of disciplines articulate and communicate their ideas through writing, and presenting argumentative essays, and other writing projects.  

I taught Developmental Writing, Introduction to Humanities, University Writing COM 101 ESL, English Composition, Composition II Research Writing, Introduction to Varieties of Writing, Advanced Writing, Business Writing, Technical Writing, Technical Communication, Professional Writing, Foundations of Professional Communication, Business Writing, PREP Summer Program Research Writing, Cats & Cougar Kids Research Writing, Project Aspire Summer Program Creative Writing, and Whitney Young Summer Program English Composition College Preparatory classes at a variety of universities and colleges. I have worked at Bowling Green State University, Chicago State University, DeVry University, Illinois Institute of Technology, Keller School of Management, Northern Kentucky University, Raymond Walters College, and Xavier University.  I formed classes where students used a wide range of computer programs to create and evaluate print and online documents, conduct peer review online in virtual discussion groups, and become more independent writers.  I encouraged students to find their “writers’ voice.” My goal was and still is to enable students to become more independent writers. 
This means that I helped my students to not only be able to report data and facts about their topics, but also interpret and explain why the topic is important to them. Furthermore, I encouraged them to connect their research to their overall evaluation or argument. In order to stress preparation for the “real world” to upperclassmen I incorporated hands-on practical projects in which students work for faculty on campus or for people in the professional writing or business field every semester. Students wrote and created print and online professional documents like abstracts, memoranda, resumes, reports, proposals, resumes, business cards, Library Internet Guides, and presentation materials. They revised the English Department brochure, explored how to conduct research, design webpages, and create online portfolios. Students examined real ethical case studies in order to understand dilemmas that workplace writers deal with on a regular basis. They also wrote letters to the editor, which were published in several local newspapers. At Illinois Institute of Technology I taught University Writing COM-110/111 courses to non-native speakers and worked on English As A Second Language reading and writing comprehension skills.   
· Also, I worked at many summer enrichment institutes and tutoring programs in the Chicago area. I was an English instructor for the Cougar Academy for Teachers institute at Chicago State University during the summer of 2008.  The purpose of this CATs institute was to promote and encourage students to go into teaching and help them learn teaching techniques.  Also, this program helped reinforce writing, reading, science, and math skills.  During this is a five-week institute, I taught high school students how to create I-MOVIE projects, write argumentative papers and create brochures.  Also, I helped middle school and high school students write about science experiments and complete lab exercises.  I really enjoyed working for Chicago State University and would like to continue. 
During the summer of 2009, I was an English instructor for PREP program (Pre-Freshman Program in Engineering and Science).  I worked for the PREP program at Chicago State University where I helped high school and middle school students create reports and presentation materials for local science fairs.  The goal of the PREP Program was to increase the awareness of career opportunities in engineering in order to help students major in engineering in college.  Also, this summer institute helped students improve their math, science, and research skills for future courses. The PREP Program provided students with information and resources on the engineering profession and the engineer curriculum.  During six-week program, I helped students build robots for experiments.  Then, I provided students with feedback on ways to revise their research reports and presentations.  Also, I created rubrics for the science fair contest and I was a judge during the PREP science fair.  In spring 2010 I worked in the Teaching Writing and Resource Center as a writing consultant where I helped students with prepare for the basic skills tests.      
Not only do I have a strong teaching background, but also I possess computer skills that would be vital for any business or organization. While in graduate school I also co- taught an Interpersonal Communication Digital Media class to junior and senior communication majors in which we used I-Movie, PhotoShop, Dreamweaver, and HTML to make movies and websites. In order to fulfill my graduate school requirements I worked for the Sierra Club as an intern. I worked on a number of fundraising and planning committees for events and wrote professional documents and reports for the organization.  

My education includes a B.A. in English Literature from Bennett College and a M.A. in English in Scientific and Technical Communication from Bowling Green State University. My course work included Technical Writing, Technical Editing, Project Management, Research and Methods, Visual Rhetoric, Visual Communication for Business and Industry.  I took several Interpersonal Communication classes and I wrote a thesis entitled “The Role of Technical Communicators in International Virtual Offices: A Review of Literature.” I learned how to use a variety of computer programs like HTML, PageMaker, PhotoShop, and Visual Basic while I obtained my M.A. English with a specialization in Scientific and Technical Communication degree.  At Illinois Institute of Technology I took Online Design, Document Design, Structure of Modern English, Usability Testing, Key Concepts in Technical Communication, Information Structure and Retrieval, History of 20th Century Graphic Design, Qualitative Research Methods, Quantitative Research Methods, Instructional Design, Research and Project Hours as part of my requirements for the Technical Communication and Information Design M.S. Program.  In these classes, I learned how to create and design a variety of print and online documents.  I am confident that this course work combined with my professional work experience gives me the background required for this position.  I would like to continue to follow in my mother and grandmother’s footsteps as an educator ready to teach, create and explore through new technology.   

I look forward to the opportunity to further discuss my qualifications and how I can make a positive contribution to your department. I can be reached at 513-253-8213. My e-mail address is fielmel@iit.edu or melanie.fieldsm@gmail.com. I know that I have not taught at Roosevelt University before, but I have almost 11 years of teaching and tutoring experience.  Please keep me in mind for other positions involving tutoring, teaching, technology, communication, and writing.   
Thank you for your time and consideration. I look forward to hearing from you soon.  

Sincerely,

Melanie Ann Fields

Melanie Fields

