Resume Writing

	Contact
	Jennifer E. Joseph

	Region
	Eastern Lake and Porter Counties

	Phone
	(219)  981 - 4433

	Email
	jjoseph@ssaci.state.in.us


	GRADE LEVEL(S)
	7-12

	STUDENT INDICATOR(S)
	

	TIME REQUIRED
	Prior to lesson students are to find job posting of interest to them

(60 min)

	MATERIALS NEEDED
	Job search on computer or newspaper or job postings.

Computer lab to create resume. 

Definitions of types of resumes

Descriptive phrases and words sheet

	ACTIVITY SUMMARY
	Students will research and find a job posting for career choice, and learn key concepts of writing a resume that effectively shows their objective, experience and education

	PROCEDURE
	1.) Students are to bring to class a job posting for a job that fits their career goals

2) Instructor will pass out several different templates of resumes that reflect the 3 different types (Chronological, Functional, and Combination) and definition of each for students to use as a guide to organizing and writing their own resumes.

3.) Instructor will emphasize the key concepts of each area of the resume; what each section should include, how to keep it organized, word choice, and relevant information.

4.) Students will begin to fill in the blanks of the template that they choose to use for their resume. Students are to use words off of the Words or Phrases for More Effective Resumes

5.)  Students may choose to use make believe education, work experience, and achievements.

	EVALUATION:  How will you know what percentage of the students have mastered the identified guidance indicators?
	Students will have followed the guidelines for writing and completing a resume

	CITATION(S)

You may include copyrighted materials in “materials needed,” but do not reproduce copyrighted materials in your lesson plan.  Non-copyrighted materials should be included in your lesson plan and cited here.  
	University of Minnesota Resume Tutor “description of 3 basic resumes”

VIC Training Sessions  April 26, 2002  “Phrases and description words”


3 Types of Resumes

Functional

This style resume became popular in the 1970's and 1980's but is still viewed skeptically by some employers. The functional resume format summarizes your professional "functions" or experience and avoids or minimizes your employment history. Keep this in mind: since employers are used to seeing chronological resumes, make sure you have a definite reason for selecting a functional resume format. This format is often used in the following instances: 

· "Older workers", since it minimizes dates. 

· "Career changers", since it outlines transferable work skills. 

· Recent graduates who don't have a lot of professional experience in their field, but DO have relevant coursework or training. 

· "Returning employees" after an absence from the workforce, since it minimizes dates. 
OR

· You want to emphasize skills you have that haven't been used in recent work experiences.
Combination

The combination resume utilizes the best components of the chronological and functional styles. More recently, the combination resume has included accomplishments under each position or function, rather than simply outlining duties and responsibilities. This style allows for flexibility in designing a resume. Again, since employers are used to a chronological format, consider this style when: 

· Each position you held involved a different job description. 

· You have held internships or volunteer positions that directly relate to field of interest.

Chronological

This is the traditional style resume that lists your professional experience chronologically, starting with your most recent position. The majority of resumes are written in this format, and this is also the format most employers are accustomed to seeing. This style is particularly effective in the following cases: 

· You have professional experience in the field of interest. 

· You can demonstrate measurable results from their work activities - for example, "Marketed departmental events, resulting in 50% increase in attendance." 

· You've held impressive job titles, and/or have worked for big-name employers. 

Chronological

Your name

{Street Address, City, St  Zip Code} {Phone Number} {E-mail address}

Objective

{Describe your career goal or ideal job}

Experience  

{ Job Title}




[Dates of Employment] [Company name], [City,ST]

· [Job responsibilities/achievement]

· [Job responsibilities/achievement]

· [Job responsibilities/achievement]

                                               { Job Title}




[Dates of Employment] [Company name], [City,ST]

· [Job responsibilities/achievement]

· [Job responsibilities/achievement]

· [Job responsibilities/achievement]

                                               { Job Title}




[Dates of Employment] [Company name], [City,ST]

· [Job responsibilities/achievement]

· [Job responsibilities/achievement]

· [Job responsibilities/achievement]

Education

[School Name], [City, ST]




[Dates of attendance]

· [Degree Obtained]

· [Special award/accomplishment or degree minor]

Interests

 [Briefly list interests that may pertain to the type of job you want]

References

   References available upon request

Combination

Your name
Street address

City, state, zip

Telephone number

Fax number

Email address
OBJECTIVE

Your career/ job search objective / the job you’re applying for

SKILLS


- skills number 1

- skills number 2

- skills number 3

- skills number 4

EXPERIENCE


Current employer
location


title  since – Current

- duty number 1

- duty number 2
- duty number 3

past employer
location


title  since – Current

- duty number 1

- duty number 2
- duty number 3

past employer
location


title  since – Current

- duty number 1

- duty number 2
- duty number 3

EDUCATION________________________________________________________________________________________

University #1
location

- college of specialty

- Awarded what degree, when

- Additional classes in subject 1, subject 2, subject 3, subject 4, subject 5

- Graduating GPA: your gpa / scale

University #2
location

- college of specialty

- Awarded what degree, when

- Additional classes in subject 1, subject 2, subject 3, subject 4, subject 5

- Graduating GPA: your gpa / scale

ACHIEVEMENTS


- language skills
- computer skills

Functional

Name

Address

Phone
Objective

[To obtain a (name of position)  with (company name)]

Experience

[Date] Present

[Title] [company name] [location]

Description of job duties and experiences

[Date] to [Date]

[Title] [company name] [location]

Description of job duties and experiences

[Date] to [Date]

[Title] [company name] [location]

Description of job duties and experiences

Education

[Degree obtained, School attended, year obtained]

[Degree obtained, School attended, year obtained]

References         Available upon request

	Words/Phrases for More Effective Resumes
	

	
	
	
	
	
	
	

	active
	
	adaptable
	
	aggressive
	alert

	ambitious 
	
	analytical
	
	conscientious
	constructive

	energetic
	
	dependable
	disciplined
	efficient

	logical
	
	enthusiastic
	forceful
	
	imaginative

	practical
	
	loyal
	
	methodical
	objective

	respected
	
	realistic
	
	reliable
	
	resourceful

	systematic
	self-reliant
	
	sincere
	
	sophisticated

	
	
	tactful
	
	will travel
	
	will relocate

	
	
	
	
	
	
	

	Action/Descriptive Words
	
	
	

	
	
	
	
	
	
	

	accelerated
	actively
	
	adapted 
	
	administered

	analyzed
	
	approved
	
	completed
	conceived

	conducted
	
	conferred
	
	coordinated
	created

	delegated
	
	demonstrated
	developed
	
	directed 

	effected
	
	eliminated
	
	established 
	evaluated

	expanded
	
	expedited
	
	generated
	
	guided

	implemented
	improved
	
	increased
	
	influenced

	initiated
	
	interpreted
	launched
	
	led

	maintained
	managed
	
	organized
	
	originated

	participated
	performed
	
	pinpointed
	
	planned

	programmed
	proposed
	
	provided
	
	recommended

	reduced
	
	reinforced
	
	reorganized
	responsible

	revamped
	
	reviewed
	
	revised
	
	scheduled

	set up 
	
	significantly
	simplified
	
	solved

	strategy
	
	streamlined
	strengthened
	structured

	successfully
	supervised
	supported
	
	trained

	worked
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