Creating and Effective Resume

A resume is one of the most important pieces of writing you will EVER create. A solid resume is the key to open the doors to good jobs. Do not cheat yourself… work hard on this project.

A resume includes at least the following sections:

HEADING: Your essential personal information like your formal name, address, phone number and email address.

OBJECTIVE: A one sentence explanation of the type of job you are applying for. It should be as specific as possible. You should change this sentence every time you apply for a new job. 

EDUCATION: Present grade level and school name. Expected date of graduation.
EXPERIENCE: Include your previous employers, their location, your dates of employment and your job title. You should also include one or two lines which explain your duties. USE ACTION VERBS INSTEAD OF I.

VOLUNTEER EXPERIENCE: List examples of work that was voluntary and follow the same format as above.

ACTIVITIES: Using action words, explain community, school, extra-curricular activities that you enjoy doing. Especially if they are linked to the job you want.

SUMMARY OF SKILLS: List skills that may be relevant to the employer (type 60 words a minute, can create powerpoint presentations.)

REFERENCES: List one or two people that would speak highly of you, their address and phone numbers (work number is best).

*TIPS

1. Make sure it is PERFECT. Have it proofread many times.

2. Use twelve point font, Time New Roman (ask your teacher)

3. Limit resume to one or two pages.

4. Tell the truth but sell yourself.
5. Use action words when possible (avoid I ).
PART ONE: Fill in the blank resume organizer.

Name (bold, 16 point font): ___________________________

Street Address:____________________________

Town and Postal Code:____________________________

Home Phone Number and Cell Number:__________________________________

Email Address: ____________________________________

EDUCATION (Capital Letter  and bold)


Class of (year)_____________, High School Name ___________________


Presently  a grade _______ student. Major Focus on (subject)_____________

WORK EXPERIENCE

Job Title____________________- Business name, location, dates_____________


Describe position using action words:___________________________________ 

__________________________________________________________________
__________________________________________________________________


Job Title____________________- Business name, location, dates_____________


Describe position using action words:___________________________________ 

__________________________________________________________________
__________________________________________________________________
Job Title____________________- Business name, location, dates_____________


Describe position using action words:___________________________________ 

__________________________________________________________________
__________________________________________________________________
VOLUNTEER EXPERIENCE
SCHOOL ACTIVITIES
COMMUNITY ACTIVITIES

SUMMARY OF SKILLS

REFERENCES
