Teaching Resume Writing

Recommended Sequence
· Begin writing resumes in the freshman year

· Resume is prerequisite for Cover Letters, Interviews, and Applications

· Update the resume each year thereafter as new experiences occur and new skills are learned

Objective(s)
· To help students understand and demonstrate the essential parts and format styles of resumes

· To provide an opportunity for students to gather the appropriate information to write a professional resume or update current resume

Materials Needed
Students can document their work either in the “My Career Preparation” folder or in a computerized version of the Professional Development Portfolio

· A word processing document to create the resume


or

· A resume template with appropriate categories

· Black-line Masters:

· “What is a Resume?”

· “Sample Resumes”

Suggested Process

Suggested Process (Cont.)


Define a resume as a summary of education, work experience, special skills, and other activities.  Review the Black-line Master “What is a Resume” and “Sample Resumes.”

Discussion:

· Discuss how a resume is used as a marketing tool.  It is designed to sell the student to the employer, scholarship committee, or college admissions officer.

· Gather samples of resumes to show the students many different kinds.  Let them look over several samples and pick the ones they like.  Ask them to clarify what it is they like about a particular resume.  (Your Career Center should have reference books available.  Also, the Internet may provide good examples of quality resumes.)

· Ask how many students have already prepared a resume.

· Ask them to share experiences using a resume for a job search, if they have any.

· Discuss how a resume is used as a reference for completing applications and the importance of the information matching up between the documents.

· Review the Resume information on the “My Career Preparation” folder with the students.

· Discuss the importance of a neat, truthful, and grammatically correct resume.  Also, help your students understand that updating their resume should be an on-going process.  Have students refer to Accomplishments and Activities Folder when writing their resumes for relevant information to include in the Resume.

· Many companies may electronically scan a resume.  They will be looking for keywords to match their job openings, so use the job posting to customize resumes for each position.

· Scanned resumes should be printed on white paper (avoid bright or dark colors) with a sans serif font such as Arial or Universe.  Italics should be avoided.  Find out if the company will be scanning the resume.  If so, include two copies of the resume – one that is text only for scanning and one that will have the appropriate resume formatting.

· Electronic Resumes:


For a resume that is to be e-mailed, save the resume as a “text-only” document.  Using a 12-point, non-proportional font (such as Courier), reformat the document to make it display properly in the word processor’s window.  Resave the document as a “text with line breaks” file. “Paste” resume text into the text box of the form or message area of the e-mail program.

· Scannable Resumes:

These resumes are scanned into the computer as an image.  This requires that the resume have standard fonts and crisp dark type such as provided by a laser printer.  Also, be sure to include skills and facts for the OCR artificial intelligence to extract and match to available positions.

Activity:

Have students write a resume using sample resumes as a guide and the Resume and List of References on the “My Career Preparation Folder” as a checklist for completeness and quality.  The resume should be updated annually and stored in the “My Career Preparation” folder.

Preparing a List of References


Recommended Sequence
· During the junior and/or senior year

· When the resume is updated

Objective(s)
· To create a list of references

Materials Needed
Students can document their work either in the “My Career Preparation” folder or in a computerized version of the Professional Development Portfolio

· Black-line Masters:
· Preparing a Reference List
· List of References

Suggested Process


Students will need references for their resume and college or job applications.
Discussion:

· Discuss who would be appropriate references to verify work ethics, training experiences, academic accomplishments, and attendance.  Suggestions may include teachers, counselors, employers or coaches.  

Activity:

· Have the students use the “Preparing a Reference List” worksheet to identify the people they think would give them a good reference.

Discussion:

· Remind students to request permission from each of these people to use them as a reference.  Suggest they give the writer a copy of their resume as a reference to personalize the writing.

Activity:

· From “Preparing a List of References,” students can type a reference sheet to accompany a resume in the application process.  (See the example List of References.)  This documentation should be updated annually and stored in the “My Career Preparation” folder with their resumes.

