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Course:  Job Readiness

Unit:  Résumés

Lesson: What is a Résumé?


Competency Objectives:
The adult learner

 understands the concept of a résumé

 knows how to use a résumé

 can choose an appropriate résumé format

 knows the sections that make up a résumé

Suggested Criteria for Success: 
The learner 

 will define the résumé as a marketing tool for selling him/herself to an employer

 can explain correct résumé usage

 will choose a résumé format to use for a personal résumé

 will assemble the data to use in completing the sections of a personal 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

computers, if available, with résumé software/word processing templates

guest speaker (s)

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

Group activities and presentations. 

Guest speakers

Some Suggested Steps

Definition of a Résumé:  Review the terms associated with a résumé and describe the résumé’s purpose.  Use the handout Marketing Yourself.

Distribute samples of different types of résumés for review.  Explain how a résumé helps in obtaining an interview.  Include discussion on how a résumé gives the learner a means to market personal skills, experiences, and knowledge in a manner that will attract the attention of the employer.

Using a Résumé.  Distribute the handout Using a Résumé.  Give examples for the following questions:

1. Who should use a résumé?  

2. When should one use a résumé?

3. How do you send a résumé?

4.  Why do you use a résumé?

Direct learners to locate job listings in newspapers and/or other employment sources, including the internet.  Each student then must then decide if, when, where, and how a résumé would be submitted for one listing they have selected.  Review each student’s ad and decision(s) as a classroom activity.

Choosing Your Résumé Type.  Using samples of different types of résumés (Chronological, Functional, Analytical, Synoptic/Amplified and Creative), offer examples of when and why a chosen format best reflects the experience and history of the applicant to the employer.  The chronological format is the most used and expected by employers.  Distribute the handout Résumé Styles.

Ask each learner to select the résumé format they like best and be ready to explain why they have picked this form for themselves.  Divide the class into small groups and let the groups decide whether each individual’s choice will best match his/her work and educational history.
Sections of a Résumé Use the chronological résumé format most often used by job seekers and widely recognized by employers to teach the required and optional sections on a résumé.

Introduce the core sections of a résumé:  personal information; job objective; educational history; work experience/history; special skills, activities and hobbies; licenses and certificates; and references.  Facilitate discussion with learners pertaining to their past and present activities and experiences.  

The additional sections are military service, volunteer experience, community activities, honors and awards, professional memberships, and publications.  Spend time on these résumé sections insofar as they apply to the learners.  Ask the class members, with input and guidance from you, to determine how to include their personal histories in these optional sections of their individual résumés.

Journal Work.  Write down your personal information for each of the résumé sections given below.  NOTE:  for some areas, your response may be “none”. 

· personal information

· education, degrees, certificates, licenses

· work experience

· volunteer experience

· special skills

· activities and hobbies

· honors and awards

· professional memberships

· publications

· references

MARKETING YOURSELF
· A résumé is a selling device and you are the product.  Your résumé is a concise advertisement of your VALUE, i.e., your ABILITY to get the job done.  A résumé could be considered unsolicited advertisement.

· Your résumé packages all your major qualifications in such an appealing manner that an employer will not pass you up.  Your résumé should be neat, clean, distinctive, easily read, and descriptive of your abilities, experiences, and talents.

· Your résumé must at least partially answer all the important questions on an interviewer’s mind.

USING A RÉSUMÉ

· Your résumé is a summary of your qualifications, personal history, and employment background.

· Your résumé will often give you an edge over other applicants because it makes your application stand out over those who have no résumé.

· How you organize your résumé is important.

· Never say anything negative.

· If the company you are interested in is not accepting applications, ask if you may leave a résumé.  Sometimes a résumé is all that an employer will accept from you.

· Résumés should be attached to employment applications.  THEY ARE NOT SUBSTITUTES FOR THE APPLICATION.  Résumés not attached to applications should be attached to letters of application or cover letters.

· It is the interview that gets you the job, not the résumé.  The résumé can help you get an interview.

RÉSUMÉ STYLES

Select a style that fits your work experiences, skills, abilities, education, and training.  The most used styles are Chronological and Functional.

The Chronological Résumé puts things in order.  If you have a great work record that shows growth, select this style to emphasize your work record.

The Functional Résumé highlights your skills.  If you have trained for a specific job but have a spotty work history (gaps in your employment), this style lets you focus on your skills and training.  In a functional résumé, include the following:

· Job objective - a statement of what you would like to do.

· Capabilities - a list of your strongest areas/skills.

· Related accomplishments - a description of your selected accomplishments.

· Background information -an identification of your education and work experience.
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