Prepare
Resume Cards

TRANSITION OBJECTIVE

Students will develop and prepare a Resume Card of their career-related skills and

experiences.

RELEVANCE TO SUCCESSFUL TRANSITION

Networking and making contacts are the most important job search tools. To aid
the networking process, job seekers can develop paper tools, such as the Resume

Card, which is a mini-resume.

INSTRUCTIONAL SEQUENCE

O STEP 1: Update Journal

| will look good on paper. ..

O STEP 2: Convene Roundtable

"One positive thing | can say about myself
to an employer is "

O STEP 3: Advance Organizer

“Today you will develop your Resume Card.”
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Resume Card Examples

1 2

Sl
e

Home: (876) 888-9998

Tony Winn Home: (918) 675-0987 Home: (698) 456-1234

Seeking Posiion As: Aulc.
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O STEP 4: Activity - 25 Minutes

Tell the class that you are going to play a
game in which you (the teacher) will pretend
to be various employers with job openings.
The students will be job seekers. Divide the
class intfo eight groups and assign each
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group one of the eight Resume Cards from
Resume Card Examples.
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Resume Card Examples
page2

5 6
icla Home: (768)456-9876 | Lonnie smith

Seeking Posifion As:

kil

7 8

Jason Tolbert Home: (76)878.5543 | Lucinda Black Home: (785) 444-5565

Seeking Positon As:
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Explain that you will describe a particular job
you wish to fill and as a group, they must
decide if the person on their Resume Card
is qualified for the job. If so, the group will
signal and say, "We want to apply for that
job.” Have a group member read the card
to the rest of the class and discuss whether or
not it is appropriate for them to apply for that
job. Allow groups a few minutes to become
familiar with the information on their card,
thenread aloud, one at a time, the following
eight job descriptions:

1) Office Clerk with two years experience

2) Assistant Manager of the Hyatt Hotel with
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fraining in management

3) Classroom Aide at Holly House Child Care
with at least six college units

4) Assistant Manager for Short Time Shoes with
one year experience

5) Back office Medical Assistant with MA
Certificate and one year experience

6) Auto Mechanic with training and one year
experience

7) Optician’s Assistant with Optical Certification
8) Computer Operator with training on Windows.

s
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Why Use a Resume Card?

Resume Cards are short and clear

They have just enough information fo read quickly.

Resume Cards leave @ positive impression

They give positive informafion about the job seeker.

Resume Cards are easy o remember

They are short and different so people wil remember them.

Resume Cards look professional

They are typed and prinfed on good quality paper.

Resume Cards are easy o give away
They are easy fo hand fo peaple during an inferview or a first contact.
They can be attached fo applications, resumes, and thank you nofes.
They can be used as a business card or when answering queslions.

Resume Cards give important information to the employer
They give the employer information about the job sesker.
Employment goais
Skils

Experience

Training
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O STEP 5: Activity - 20 Minutes

Review Why Use a Resume Card? with the
class using a screen image. Ask groups fo
answer the following questions: How can a
Resume Card be useful in your job search?
To whom might you give a Resume Card?
What advantages would using a Resume
Card give you? Give groups two minutes
fo discuss each question and then report.
Summarize their responses on the board.
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Resume Card Worksheet

Use this Worksheet fo collect information for your Resume Card, <<%
What position would you like fo have?

Your

Paid experience - where, dafes, job duties:

Intemship or apprenticeship posifions - where, dates, job duties:

Volunteer posifions - where, dates, job duties:

College or fraining courses - where, dates, skills leamed:

Related high school programs or courses - where, dates, skills learned:

1

O STEP 6: Activity - One Class Period

Using a screenimage, explain and discuss the
Resume Card Worksheet with the class. Have
students complete their own worksheets.
Assist as needed to list as much experience
and training as possible. Next, provide
computer time so students can type and
format their cards. If you develop a template
and save it on disk, stfudents will then only
need to type in their own information.

O STEP 7: Evaluate Outcomes

One reason | willuse a Resume Card is *

O STEP 8: Connecting Activity

To build networking skills, give Resume Cards
to ten individuals including personal contacts
and businesses in the community.

KEY WORDS

resume employability skills

qualified template
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MATERIALS AND PREPARATION

B Student Handouts: Resume Card Examples, pages 108-109; Why Use a Resume Card?,
page 110; Resume Card Worksheet, page 111.

B Prepare for the Resume Card Activity.
B Prepare and discuss the importance of using a Resume Card.

B Be ready o help students with the Resume Card Worksheet. Invite support staff to class
to assist students with the worksheet. Support staff might include instructional assistants,
fransition specialists, career counselors, program specialists or parent volunteers.

SCANS FOUNDATION SKILLS
B Basic Academic Skills: Reading, Writing, Listening, Speaking
B Thinking Skills: Creative Thinking

B Personal Qualities: Responsibility, Self-Esteem, Integrity/Honesty
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