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Resume Building

STEPS TO SUCCESS 
Resume Building
Goals: 

· Understand what a resume is used for
· Learn the rules and best practices for creating a resume
· Develop a resume
Supplies: 

· Laptops (enough for each participant)
· Resume Template open on each laptop
· Resume Building Worksheet

· Have students bring Master Application if completed

· Flash Drive

· Random objects: pen, keys, stapler, anything is fine

· Flip Chart paper

· markers

Activities
	Part
	Steps
	Amount of Time

	Part One

Ice Breaker
	Sell Something Ice Breaker
Materials: Random objects
· Pass out a random object to each student

· Put the group into pairs

· Instruction: “You are each going to spend 1 min trying to sell your object to your partner. When your partner is done trying to sell you the object, think about whether you would buy it or not, and why”

· Allow 2 minutes for each person then switch turns
· Group Discussion:  “What were some of the things that your partner said that made you want to buy their product? What were some of the things that made you not want to buy their product?”

· Write down (or ask a participant to be recorder) some responses on the board. Leave up for later


	10 minutes

	Part Two  

   Introductions  

   and Ground 

   Rules
	Introductions
· Have each person introduce themselves 
· Review workshop objective/goals

Ground Rules

· Discuss Ground Rules: develop or review Ground Rules with group
	10 minutes

	Part Three

What is a resume?
	What is a Resume?

Handout: Resume Building Worksheet
· Read through handout with group and have them fill in the missing words on their worksheet 

(words in red are missing words)
· “A resume is a document that sums up your skills, experiences and accomplishments so a potential employer can quickly see whether you are a good fit for a position.”
Ways to show the potential employer that you are a good fit!

· Have group take turns reading through the bullets:

· Specialize your resume to cater to each specific job you are applying for.  

· Read the job description carefully to make sure your resume relates to the job. 

· Don’t send out a generic version.

· Have a 2nd pair of eyes review everything before you send it to the employer.

· Spelling and grammar should be perfect.

· There are many ways to write a resume and there is “no one exact way” to write it.  Your resume will be a constant work in progress!
· Discussion: Look back at the ice breaker activity.  What were some of the reasons that you wanted to buy that person’s item? Ex. they made it sound good, I needed it, etc.  How does this apply when you are applying for a job and doing your resume?

· “A resume is a tool to sell your skills and make the employer want to hire you.”


	15 minutes

	Part Four

  Resume Tips  

  and Rules
	Resume Tips and Rules: 
· Read through handout with group and have them fill in the missing words on their worksheet 

(words in red are missing words)
· 1. A resume should be 1-2 pages: depends on your skills, experience, education. How much you have to offer (if you have a 2nd page, fill at least ½ of the page).
· 2. Always type your resume: Never turn in a crumpled, messy or hand written resume

· 3. 1 inch margins on all sides 

· 4. Size 11 or 12 black font

· 5. White, beige or gray resume paper is standard and most  preferred


	5 minutes

	Part Five
 Developing my  

 own resume
	Developing my Own Resume

Materials: Resume Building Worksheet

Laptops with resume template open on the screen
· Read through handout sample of resume

· “Using the skills, tips and best practices that we discussed, let’s create your own resume.”
· “Reference your Master Application as a tool to complete Education and Employment information”
· Support students to either fill in the blanks on the Worksheet to first complete a resume by hand 
· or by walking through the resume template and filling in the sections the best that they can on the computer template
· Save each students resume on a flash drive to print and send to their email later

· “You will have an opportunity to finish and get more support during the Job Search Club”

 
	30 min

	Part Six

   Think like the   

   Employer
	Think like the Employer

Materials: Flip Chart Paper, markers and papers with company names on it
· Activity: Divide into groups of 2-3 

· Give each group flipchart paper labeled with categories seen on a resume, markers, and a card with a name of a company on it

· “The group is the hiring manager. Choose a position you need to hire for in your company. Ex. I work for Chevron I need a store retail clerk.  

· “Fill in each section with skills, experience, and education of the person you would want to hire.” Ex. I want someone who has previous experience in cash handling, good with customers,  and High School Diploma

· Don’t worry about actual format

· 15 minutes to complete the activity

· Present each one.  The presenters will only have 45 seconds to share the group’s resume 

· “Note to the group: An employer will spend about 30 seconds on a resume so keep it concise”


	

	Part Seven
Closing
	Closing
· Share with the group the topic for the next workshop

· Have each person complete a workshop evaluation and turn it in prior to leaving (Evaluations are anonymous so encourage honesty) 
	10 minutes
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