 Directions: 

Resumé Building

Resume: A Quick Rundown

· Say it: Re-sue-may

· It is a document that  informs future employers of your skills, abilities, and experiences

· A resume is a vital tool when looking for a job or internship

· It takes 30 seconds for an employer to scan a resume, so your must have an immediate, positive impact

· Resumes should be specifically written for the job for which you are applying; DO NOT USE THE COOKIE CUTTER APPROACH!!!                        
· Resume should be1-2 pages, and utilize WHITE SPACE well

· Use resume paper

-  this is higher quality paper

-  color options can be off-whites, slate blues, or grays

-  when faxing, use plain white paper

The Essentials: Format and Content


· What is Format???

· Format is the order of your skills and experiences

· Why Format?

· Resume should look appealing, professional, and unique

· what you put first should be the important stuff

· What is read first is emphasized

· What is Content???

· The stuff inside that matters 

· Why Content??

· This is how the employer will assess your abilities and possible job fit

· This markets you to the employer

The Meat and Potatoes
· Letterhead: This is where you place your name and contact information

· Your name should stand out, and address, phone, and email should all be in this section

· Objective: this states the job you are applying for (be specific!)

· Education: Include education, training, or certifications received that are relevant to the position

· If more than one, put then in chronological order (most recent first)

·  Experience: List your job history, community or volunteer work, military experience, professional development. 

· For each heading, include all of the following: job title, organization name, city and state, month and years of employment 

· References: On a separate page, include the name, job title, organization name, and address of 3-6 people who will positively on your behalf

· Ask these people if you may use them as references first! They are more likely to respond positively if informed

· Describe your experiences in resume sentence format

· These are statements (not complete sentences) about your responsibilities and job skills

· Begin each resume sentence with an action verb (taught, assisted, managed)
Rough Draft must be posted by 1159pm, Sunday, October 9 

Resume Rough Draft Rubric (20 points) 

	
	Points Possible
	Points Earned

	Content 

· Contains the following sections: letterhead, 

     objective, experience, and education

· At least two entries each for experience

     and education sections 

     (experience: two jobs or volunteer      

      opportunities / education: list high school 

      and any other schooling received)  
	  20
	

	Comments:


	Total Points Possible
	Total Points Earned


1st Revision must be posted by 1159pm, Sunday, November 20

Resume 1st Revision Rubric (20 Points)

	
	Points Possible
	Points Earned

	Format

· All sections are in order of importance: letterhead, objective, experience, and education

· Entries listed in chronological order, with the most recent first 
	  10
	

	Content

· Contains the following sections: letterhead, objective, experience, and education

· Experience and education entries contain job title, company name, dates, and contact information
	  10


	

	Comments:


	Total Points Possible

20
	Total Points Earned


