Write Your
Resume

TRANSITION OBJECTIVE

Students will organize and write their own formal resume.

RELEVANCE TO SUCCESSFUL TRANSITION

In addition to the Resume Card, the job seeker needs to also have a well-written
formal resume. Although networking and making contacts are the most important
job search tools, a resume may be necessary in some situations and it is a good idea

to bring a resume to all interview

S.

INSTRUCTIONAL SEQUENCE

O STEP 1: Update Journal
My resume looks professional because . . .

O STEP 2: Convene Roundtable
“An important work skill I have is

O STEP 3: Advance Organizer

“Today you will organize and write your
resume.”

O STEP 4: Activity - Two Class Periods

Remind students that networking and
direct contact with employers are the
most successful strategies for finding a job.
Before starting the resume, have students
determine if they have an email address that
is appropriate. Tell students that employers
will use email in the application process.
Email addresses need to be professional
and need to be checked daily. Explain that
although a resume cannot replace face-
to-face contact, it is a valuable fool to
support direct contacts. Discuss the following
reasons for writing and distributing a resume:
the employer may ask for one; a resume
clearly outlines your education, fraining
and experience; and it is a ready reference
for the employer, who may not write down
everything you say at the interview.
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Sample Resume

ckwell
9876 Beverly Drive, Smith Town, Texas, 87654, (999) 888-7777

Position Desired:
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Resume Worksheet

Personal Information
Nome

Address:
ciy:

Phone: Message:

What position would you ke fo have

Education & Training

Specialized work fraining course:

Name of
City & stote:

Awards & Achievements:

Sonts Bt CA03
13
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UNIT 2

Using a screen image, go over the Sample
Resume with the class. First, have students
comment on the appearance of the Sample
Resume. Next, talk about the organization of
the resume, especially the topics included.
Emphasize the titles of each section on the
Sample Resume. As a class read through
the information in each section. Have
students talk with a partner to evaluate the
appearance of the Sample Resume on a
scale of one to five with five being excellent
and one being poor. Survey the class fo get
their ratings.

Using a screen image, explain and discuss
each item on the Resume Worksheet. Have
students individually complete their own
resume worksheet. Stress the point that
“more is betfter” and help them list as much
information as possible. Again, you may wish
to prepare a template ahead of time and
computer access for students to type a draft
of their resume. You may want to use the
Sample Resume as a possible format.

O STEP 5: Evaluate Outcomes

The mostimportant reason | want to write my
resume is * "

O STEP 6: Connecting Activity

Students will distribute copies of their
completed resumes to businesses or
prospective employers they have already
contacted.
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Resume Worksheet / |
JRENE|

10 of Business or Company:

state: Zp:

Phone:

Beginning & Ending Dates:

city

Phone:

Job Tile:

Job Duies:

Beginning & Ending Dates:

Skils you performed wel:
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Resume Worksheet

Volunteer Experience

Rage3

Phone:
Beginning & Ending Dates:

state: 7i:

Phone:

Beginning & Ending Dates:

state: 7

Phore:

Por

Beginning & Encing Dates;

Things you did wel:
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Resume Worksheet

Clubs & Organizations

Narme:

Paged.

Activity

Address:

ciy:

State: zp:

Phone:

Accomplishments or Awards

Name:
Address

state: zp:
Accomplshments or Awards:

Activity
ciy:
Phone:

References
Name:

Address

State: zip:

Name:

Address

State: zip:

Name:

Address

State: zip:

casaa
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KEY WORDS

resume reference and references organization volunteer

MATERIALS AND PREPARATION

B Student Handouts: Resume Sample, page 112; Resume Worksheet, pages 113-116.

B Prepare fo go over the Sample Resume. Prepare a Resume Worksheet using your own
information.

SCANS FOUNDATION SKILLS
B Basic Academic Skills: Writing
B Thinking Skills: Creative Thinking, Know How to Learn

B Personal Qualities: Self-Esteem, Self-Management
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