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West Central High School
School-to-Career
Proficiency #3

The Résumé
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What is a Résumé?

A résumé tells who you are, what you know, what you have done, what kind of work you want, and why you should be hired.

A résumé is not a biography and it should not provide too much information.  A résumé should be one page in length. Remember:  a résumé is a brief summary of your experience, education, training, and accomplishments. 

Writing a résumé is an excellent way to prepare for an interview.  It organizes one’s accomplishments, skills, knowledge, and abilities.  The résumé should be focused on a career objective.  One needs to analyze their work experience to define the tasks they have performed, the skills that were utilized and their accomplishments (results of their productivity).

What’s the difference between a job application and a résumé? When you complete a job application the employer asks all the questions and you fill in the blanks.  A résumé is your own creation.  It gives you an opportunity to highlight your best qualities to a potential employer.

Assets of a Résumé

Every résumé should follow these guidelines:

· Good physical appearance: neatly typed, correct spelling, even margins, well placed with blocks of information.

· Well-organized:  employer does not have to hunt for information.

· Proper length: one page.

· Well-described skills and duties of positions.

· Pertinent information: nothing unrelated to objectives, skills, knowledge, and ability.

· Well-defined job objective and career goal.

Forbidden Fruits of a Résumé

Certain topics should never be used on a résumé.  Some, such as religion, age, and marital status are illegal to ask about on job applications.  Others simply may serve to screen you out of interviews.

Never include –

· Dating a résumé
· A personal photo (unless outstanding appearance is job related)

· Marital status, health, or age

· An inaccessible telephone number or incorrect address

· Religious or political affiliation

· Schooling in elementary or junior high school (this is assumed information)

· Salary history or desired salary

· Job supervisors’ names

· Recreational activities

· Performance reviews

Tips for Writing a Résumé

	· Write at least two drafts

· Stress your accomplishments

· Send a cover letter with résumé

· Do not use the pronoun “I”

in writing a résumé

· Do not mention salary


	· Use short sentences

· Type your résumé

· Do not date résumé

· When duplicating résumé,

use the original

· Make plenty of copies




Listed below is information not needed on a résumé unless it is relevant to the job you want:

	· Religion

· Sex

· Age

· Hobbies


	· References

· Languages

· Social Clubs

· Courses not job related 




**Important**

A résumé should never be hand-written.  Always type your résumé, preferably on a computer.  A computer-generated résumé is easier to correct and update.

Experiment with different combinations of words on the page – centered?  justified left?  justified right?  other?  Once you are satisfied with the appearance, double check to make sure that your résumé:

· emphasizes what you want emphasized.

· enhances the organization of the information.

· draws the employer’s eye to your outstanding qualifications.

· doesn’t detract by being too crowded, too busy, or too fancy.

If you do include references on a résumé, be sure to ask permission to use that person as a reference.  Some people would prefer not to be contacted.  Their approval is important.

If you choose not to list your references, simply state, “References and letters of recommendation are available upon request” at the bottom of your résumé (see the example on page 5).

Sample High School Student Résumé
(with paid work experience)

DAN JENNINGS
djennings@midco.net

ADDRESS:


1634 Western Boulevard





Sioux Falls, SD  55555
PHONE:


(858) 273-1117

EMPLOYMENT

Seeking a position in the wood or metal working field as

OBJECTIVE:


either a machine operator or assembler.

EDUCATION:

2004-07 Mission High School – Sioux Falls, SD

Will graduate in May 2007




Classes taken:  Cabinetmaking 1,2


Desktop Publishing

Drafting, CAD (Computer Aided Drafting)
EXPERIENCE:

Sept. 2005 to Present
Menafee Construction Company – Brandon, SD



Helper:  duties included blueprint reading, materials





identification, stocking

Summer 2005

Mobil Gas Station – Sioux Falls, SD
Gas Attendant:  pumped gas, serviced cars, cashier

Jan. 2005 to June 2005
McDonald’s – Sioux Falls, SD
Food Service Worker:  prepared food, cleaned, cashier

ACTIVITIES/HONORS:
Work Preparedness Training Certificate




Member of Industrial Technology Club and Ecology Club




Won 1st place award at Del Mar Fair for wood project

EXTRACURRICULAR

ACTIVITIES:


Band and Varsity Baseball

PERSONAL

REFERENCES:

Mr. Jim Hansen, Teacher




Mission High School




2475 Grand Avenue




Sioux Falls, SD  55555



(858) 273-1313




Mrs. Beth Packer




14389 Euclid Road


Sioux Falls, SD 55555

(619) 283-5555

Résumé Worksheet




Name  _________________________________




Address  _______________________________




_________________________________




Phone
_________________________________

EMPLOYMENT 
_________________________________________________________

OBJECTIVE:

_________________________________________________________

QUALIFICATIONS:
_________________________________________________________




_________________________________________________________

EDUCATION:
_________________________________________________________




_________________________________________________________

COURSES TAKEN:
___________________
_____________________




___________________
_____________________

WORK EXPERIENCE


    OR

UNPAID EXPERIENCE:

_____________
_________________________________________________________

Dates Employed
_________________________________________________________




_________________________________________________________

_____________
_________________________________________________________

Dates Employed
_________________________________________________________




_________________________________________________________

EXTRACURRICULAR

ACTIVITIES:

_________________________________________________________




_________________________________________________________

AWARDS, CERTIFICATES,

HONORS, ETC.:
_________________________________________________________




_________________________________________________________

REFERENCES:




_____________________________    __________________________




_____________________________    __________________________




_____________________________    __________________________




_____________________________    __________________________

(OR)

References and Letters of Recommendation are available upon request.

Cover Letter

(Letter of Application)
A cover letter (letter of application) introduces you to an employer and often highlights information on an accompanying résumé.  Your goal is to convince the employer to invite you for an interview.  Before you write the actual letter, answer these questions:

· What job are you applying for?

· How did you find out about the job?

· What are the employer’s needs?  (List)

· How can you fill these needs?

Then write a brief business letter.  Remember to keep your tone enthusiastic and positive.  Your letter will create that all-important first impression and usually determine whether or not you are considered and interviewed for the job.  So concentrate on your qualifications for the job including any special talents you can offer.

Telling Your Story

· In the salutation, address a specific person.

· In the introduction, state the job you are applying for and how you found out about it.  Give your #1 qualification for being able to do the job.
· In the body, explain how your skills can meet the organization’s needs:
Provide a brief statement explaining your qualifications for the position.
If possible, use words directly from the job ad to describe what you can do.
Highlight the parts of the enclosed résumé that relate to the job opening.
Emphasize what you can do for an employer, rather than what he or she can do for you.
In conclusion, request an interview.  Be sure to list the times you can be reached and the correct phone number.  End by thanking the reader for his or her time and consideration.

SAMPLE COVER LETTER

(Letter of Application)

___________________
2400 Violet Avenue

Heading

Hartford, SD 57033



Month, Day, Year




                 (Four to Seven Spaces)
___________________
Ms. Joyce Denisenko
      Inside address
Cribs and Crayons Child Care Center





1010 Crayola Street





Sioux Falls, SD 55555




                       (Double Space)
__________________
Dear Ms. Denisenko:

Salutation


                  (Double Space)
___________________
In response to your newspaper advertisement, I am 
Introduction
applying for the position of caretaker on the toddler floor.  




The enclosed résumé will show you the experience I have 






already had working with children.






                       (Double Space)
____________________
Any place caring for children needs responsible and 

Body


dependable employees.  I not only enjoy children, but I





realize the importance of job childcare.  Toddlers






need a loving, safe environment where they can grow.






Parents need to feel confident that caretakers will provide 






close supervision, creative activities, and nutritional food






for their children.  I am a person you and parents could 






count on to provide consistently excellent care.







                  (Double Space)
____________________
I would be happy to come for an interview at any time.  

Conclusion
You can contact me at (619) 555-1212 after 3:30 p.m. or






by leaving a message on my family’s answering machine or 





at my e-mail address at: igoodworker@cox.net.  Thank you for 




considering my application.






                       (Double Space)
____________________
Sincerely,

Closing

                       (Four Spaces)
____________________
Ima Goodworker

Signature


                  (Double Space)






Enclosure:  Résumé


COVER LETTER WORKSHEET

(Letter of Application)

____________________
_____________________

Heading
_____________________





_____________________

____________________

Inside Address

_____________________


_____________________


_____________________

____________________
Dear_________________

Salutation







__________________________________________________

Introduction


__________________________________________________





__________________________________________________





__________________________________________________


__________________________________________________

____________________
________________________________________________________

Body



________________________________________________________





________________________________________________________





________________________________________________________





________________________________________________________

________________________________________________________





________________________________________________________

____________________
__________________________________________________
Conclusion


__________________________________________________




__________________________________________________




__________________________________________________
____________________
Sincerely,

Closing

____________________
_________________________

Signature






_________________________ (Typed Name)

                                                Enclosure:  Résumé








Student Name ______________________







 School ______________________









     Date  ______________________

 


Proficiency #3

Résumé Test

True-False Questions

1.
T
F
You can still do a résumé even if you’ve never had a job.
2.
T
F
A personal reference is a person who knows you and will




supply a prospective employer with information about you.

3.
T
F
A résumé is not a biography.

4.
T
F
It is acceptable to hand write a résumé.
5.
T
F
You should never date a résumé. (except for past jobs)
Multiple Choice Questions

6.
Which type of letter is attached to a résumé for a potential employer?

a. Cover Letter (Letter of Application)

b. Letter of Recommendation

c. Personal Reference

d. all of the above

e.
none of the above

7.
A résumé is a brief summary of your_____________.

a. experience

b. education

c. training

d. accomplishments

e. all of the above

f. none of the above



8.
You should never include_____________ on a résumé.

a. dates  (except for past jobs)
b. salary

c. religion

d. all of the above

e. none of the above

9.
When writing your résumé, it is best to use ____________ sentences/phrases.
a. short

b. long

c. compound

d. medium length 

10.
A résumé should be______________page(s) in length.

a. 1

b. 2

c. 3

d. 4 or more






____________  = ___________%



10








                      Successful Completion ______________










                Teacher’s Initials





        Date ______________
Exhibition

Complete a final draft of your résumé without any mistakes or corrections. Turn in a copy and put a clean copy in your portfolio.








Successful Completion ______________











                Teacher’s Initials





        Date ______________
� EMBED PBrush  ���
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