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Course:  Job Readiness

Unit:  Résumés

Lesson:  Developing the Résumé

Competency Objectives:
The adult learner will write a personal résumé for a job search.

The learner will be exposed to and aware of computer software for composing the résumé.

Suggested Criteria for Success: 
The learner will develop a professional résumé that is well organized and well presented.

The learner will use computer software (if available) to compose the résumé. 

Suggested Vocabulary:
résumé


qualifications

job objective

work history

experience

duties and responsibilities

personal data

skills and hobbies

licenses and certifications

education

degrees


training




references

Suggested Materials:
pens or pencils and paper

Chalk/marker and black/white board 

Handouts

Résumé workbooks and worksheets

Computer with résumé software   (Most word processing software includes a 

résumé component.)

Suggested Resources:
 Résumé worksheets and checklists

 Local newspapers and employment listings

 Job Search Workbooks and Résumé Workbooks

 Career Choices in NC Publication

 Local job readiness and or job search materials, workbook, pamphlets, brochures, and handouts available through local resources, i.e. schools and training institutions, job training programs, local employment offices, libraries, outreach programs etc.  (Materials can easily be modified for ESL learner group, and most materials for this topic area can be found and used at little or no cost.)

 Resources available through your local Public Library, County, State, or Federal Employment Centers, JobLink Centers, Local Community College Career Centers, and Human Resources Development Programs

Suggested Methods:
Lecture/discussion

Individual and group work

Feedback from peers

Writing/revision

Some Suggested Steps

Review résumé concepts and terminology.

Direct learners to complete the worksheet attached or an alternate résumé format.

Divide learners into small groups to work together in preparing individual résumés.  You may want to mix proficiency levels of the students assigned to small groups. Each learner may use the résumé format best suited for his/her experiences.  (All students can develop a résumé, even those who have no work experience.  See available résumé books or web sites to find additional information on such résumés.)  Assist learners with organizing and presenting their personal information in an informative and interesting way.

Give learners a résumé review checklist and ask them to review their own work.  Students will also learn from swapping completed résumés with their group members to review one another’s résumés.  In their review, learners should look for content, effectiveness, and neatness of group members’ résumés.

Talk about the “language of the résumé”.  Teach learners to be concise, specific, and expressive in describing the essential facts of past experiences and knowledge.  Their goal is to present data in a way that attracts and holds the attention of the reader.

Ask each learner to use the questions on the Résumé Checklist and the suggestions from his/her classmates to revise the résumé as appropriate.

Use computers (if available) for developing the résumé.

GUIDELINES FOR PREPARING A RÉSUMÉ

1. Keep your résumé to one page, if possible, unless you have had over ten years of work experience with several different positions within the same company.  The résumé should be a concise brief advertisement about you.

2. Write and rewrite until you get it right.

3. Type (prepare on a computer) your résumé and print it on quality bond paper.  Do not photocopy your résumé.

4. Use white or pastel color paper.  Use matching envelopes and paper for cover letters.

5. Check with all references and previous employers prior to printing your résumé.  If a previous employer or reference does not give a positive recommendation, do not use them.

6. Use a format that lets you make your best presentation of your background and experience.  A variety of résumé formats are appropriate for persons who have unexplained gaps in their work history.

7. Be careful when you use an employment goal or job objective.  You do not want to limit yourself to only one type of job.

8. Include as many special skills as possible.  Even though you do not feel that it is a special skill, it may be important to an employer.

9. Focus on your strongest assets, whether it be an education, special skills, or work history, and de-emphasize your weaknesses.  If your education is your strongest asset, put it first and go into detail.  If your work history is your strongest asset, then emphasize it.  If any areas are extremely weak, leave them out altogether.  For example, if you left school after completing the 8th grade, you should leave the education section off your resume and emphasize your work history.

10.   If you have both a poor work history and educational background, emphasize your personal history and special skills.

11.   Use your current mailing address, and telephone number.  If you do not have a telephone, ask a family member for permission to use their number.  Also, ask the family member to take a message for you when a potential employer calls.

12.   Résumés should be error free.  Proof for accuracy, content and neatness.  Have a trusted friend proof your résumé before it is printed.  Proof again after it is printed to make sure all information is correct.

RÉSUMÉ CHECKLIST
In preparing your résumé consider the following areas:

· Education

· Employment experiences full-time jobs, part-time jobs

· Community and volunteer work

· Training formal, technical, and on-the-job

· Military experience

· Hobbies

· Honors and awards

· Publications

· Licenses and certifications

YOUR RÉSUMÉ SHOULD INCLUDE:

· Name, address, and telephone number

· DESCRIPTION OF WORK HISTORY

· ANY PROFESSIONAL LICENSES

· ANY MEMBERSHIPS IN PROFESSIONAL ORGANIZATIONS

· ANY PUBLICATIONS

· A DESCRIPTION OF YOUR EDUCATIONAL BACKGROUND

· ANY ACADEMIC HONORS

YOUR RÉSUMÉ SHOULD NOT INCLUDE:

· A PHOTOGRAPH
· NAMES OF SPOUSE OR CHILDREN
· NAMES AND ADDRESSES OF REFERENCES (available upon request)
· REASONS FOR LEAVING PAST JOBS 
· PRESENT SALARY REQUIREMENTS 
· PAST SALARIES
The last four items may be requested on a job application, but do not include them on a résumé.

RÉSUMÉ WORKSHEET

Name:___________________________________________________



First


Middle


Last

Address:_________________________________________________

City, ____________________State
_________
Zip Code___________

Phone: (____)____________Email Address: ____________________

JOB OBJECTIVE __________________________________________________

_________________________________________________________________

EDUCATION

School_________________________  Graduation Date____________

Degree______________Major area of study_____________________

WORK EXPERIENCE:

Job Title: ________________________________________________

Name of Organization:______________________________________

Responsibilities and Duties:

________________________________________________________

________________________________________________________________________________________________________________________________________________________________________

Job Title: ________________________________________________

Name of Organization:______________________________________

Responsibilities and Duties:

________________________________________________________

________________________________________________________________________________________________________________________________________________________________________

Job Title: ________________________________________________

Name of Organization:______________________________________

Responsibilities and Duties:

________________________________________________________

________________________________________________________________________________________________________________________________________________________________________

Job Title: ________________________________________________

Name of Organization:______________________________________

Responsibilities and Duties:

________________________________________________________

________________________________________________________________________________________________________________________________________________________________________

ON RÉSUMÉ: REFERENCES AVAILABLE UPON REQUEST
(You will need to take REFERENCES to an interview.)

#1

Name: __________________________________________________

Address:_________________________________________________

City: __________________ State___________ Zip Code___________

Telephone number: (________)_______________________________

Fax number________________ E-Mail_________________________

#2

Name: __________________________________________________

Address:_________________________________________________

City: __________________ State___________ Zip Code___________

Telephone number: (________)_______________________________

Fax number________________ E-Mail_________________________

#3

Name: __________________________________________________

Address:_________________________________________________

City: __________________ State___________ Zip Code___________

Telephone number: (________)_______________________________

Fax number________________ E-Mail_________________________
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