Hire Me!






Bradley
Resume Building





In this session, you will use sample resumes and information you have discovered about careers and yourself to create a resume.

READ THE INFORMATION CAREFULLY!

Resumes are more than just “lists of good stuff.”  It is actually YOU on paper.  Many times interviews are granted only if the resume presents the right information.  You’ll need a resume for school applications, jobs, scholarship applications, as well as for any internship.

First, think about your transferable skills from Session #2.  These are keys to what you can offer people. 
Next, look at your personality profile (from the inventories and quizzes from Sessions #3 and #4).

Use the positive personality traits and put a positive spin on the not-so-positive ones. (For instance, if you are “aggressive” you might also say that you were “assertive” or “bold” – get it?) 
Finally, look at the jobs you have researched from Session #4.  Do your skills and personality traits match these careers at all?  Nothing will match perfectly, nor do you want them to. For instance, you may have found that you were INSF(Introverted/ Intuitive/ Thinking/ Judging).  This “Introverted” trait doesn’t mean that you can’t work with a large group, it just means that you need to be certain that there are other aspects of the job that match other parts of your personality.  You also don’t want to create a resume for a job for which you are clearly ill suited or uninterested.

Look at the samples attached---you may use any one of these as a basis for your own resume. 
You have three assignments. Due dates next to each assignment  
I.  Your  1st assignment is to create a resume for your researched career from Session 4.  You are going to create a resume for the person you’ll be in 6 years—a recent college grad.  (Granted, this is all make believe).  You want to be certain that the resume matches the job qualifications.  You are going to have to fabricate some experience and some education.  (But use your own transferable skills and personality traits). DUE MONDAY 9/26
Look at the resume samples that follow in this document, and also click on the following links for help.
These links provide sample resumes for many different fields as well as pointers for writing effective resumes. 
http://career-advice.monster.com/resumes-cover-letters/resume-samples/jobs.aspx
http://career-advice.monster.com/resumes-cover-letters/resume-writing-tips/5-critical-elements-of-resume/article.aspx
http://career-advice.monster.com/resumes-cover-letters/resume-writing-tips/resume-mistakes-pet-peeves/article.aspx
http://career-advice.monster.com/resumes-cover-letters/resume-writing-tips/5-things-you-should-never-put-on-your-resume/article.aspx
II. Your second assignment is fill out the following resume worksheet. DUE Friday 9/30
Résumé Worksheet:
PERSONAL INFORMATION:

Full Name:

Address:

Telephone Number:

Email Address:

OBJECTIVE STATEMENT

________________________________________________________________________
EDUCATIONAL BACKGROUND

School Name:

School Address:

Course of Study (Honors, Tech Prep, etc.):

Dates of Attendance:

Degree/Diploma Received or Grade Level Completed:

Extracurricular Activities (teams, clubs, volunteer work, etc.):

________________________________________________________________________

________________________________________________________________________

Honors and Awards Received:

________________________________________________________________________

_______________________________________________________________________

Leadership Roles:

________________________________________________________________________

________________________________________________________________________

Computer Skills (hardware and software you can use):

________________________________________________________________________

________________________________________________________________________

Specialized Skills (foreign language spoken, auto repair, etc.)

________________________________________________________________________

WORK EXPERIENCE (List Most Recent Position First)

Employer:

Dates Employed:

Address:

Telephone Number:

Position Held:

Supervisor’s Name:

Supervisor’s Title:

Duties and Responsibilities:

1. __________________________________________________

2. __________________________________________________

3. __________________________________________________

Reason for leaving:

(Repeat if necessary)

III.  Your third assignment is to create a third resume, which is a personal resume.  This resume will be REAL and TRUE.  You don’t need to fabricate anything!  This is a resume that you can use for school applications, scholarship applications, NHS and Beta Club applications, etc., AND it is the resume that you will send to Ms. Hall to set up your interviews when you are looking for placement. (Examples and tips attached to this document.)
DUE WEDNESDAY 10/12 

Tom Riddle
1517 Gladden St.

Atlanta, Georgia  30328

e-mail:  fauxres@hotmail.com
OBJECTIVE


To organize a vast army of insects, with which I will conquer the planet and create a New World Order where I will be King and the “Barney” theme song will be our Anthem.

QUALIFICATIONS

· The laws of physics do not apply to me.

· Was once reincarnated as Miley Cyrus’s toothbrush

· Have a working thumb on each hand

· Able to drink a gallon of liquid fat and not throw up

· Very proficient in talking

· Have Jedi training and can use the Force.

EDUCATION

The Jimmy Carter Peanut Pre-School- Fall 1975 to Spring 1994

Majored in Playing Nice.  Minored in Nap Time.

Relevant courses included:  blocks, shoe tying 101 and 102, analysis and theory of stick figure drawing

Activities included;  class tattle tale, biting my playmates, eating paste, throwing temper tantrums

Outstanding awards received in drooling

WORK EXPERIENCE

Witch Doctor- June 1999 to July 2000

The Island of Walla Walla Bing Bang

· Duties included:  shrinking peoples’ heads, throwing spears at peoples’ heads, eating peoples’ heads

· Promoted to Head Witch Doctor in charge of leeches.

Cat Poacher- February 1993- January 1996

The Suburban Jungle

· Duties included:  forcing kittens to pose in baskets for bank calendars, providing government standard meat for school lunch programs

President of the United States- January 2000- present

The White House

· Duties include:  making war against “doers of evil” and inventing new words.

ACHIEVEMENTS

· Successfully established my own religion known as Zippidydooda’anity with 428 conversions so far.

· Once had an outer-body experience while recovering from food poisoning, and discovered that the afterlife looks like the inside of my plumbing.

· Invented and successfully marketed the Demusquirtizer
· Have always been aquitted, even outside of Los Angeles
REFERENCES

· William Shatner- Captain of the Starship Enterprise, and of course, T. J. Hooker

· Bill Gates- need I say more?

· Gandhi- Indian transcendental non-violent protest leader.

Jane Doe

123 Any Lane ,  Anywhere, Tennessee  123-456-7890    janeyd@tryagain.org
JOB OBJECTIVE  :  A entry-level graphic design position in an advertising agency.
SUMMARY:
· More than two years of graphic design and production .



· Auditor internship with Ernst & Young in New York City.



· Magna Cum Laude graduate with BA in Fine Arts.



· Proficient with MS Office, Windows 2000/XP, Adobe Pagemaker and the 




  Internet.

EDUCATION:
Bachelor of Fine Arts, May 2005



Illinois State University, Normal, Illinois



Graduated Magna Cum Laude with a GPA of 3.6 on a 4.0 scale



Courses taken included:



Graphic Design

   Web Design
      Advanced Marketing

                                     21th Century Trends

Advanced Psychology   Advanced Painting


                  Advanced Multi-Media Design


EXPERIENCE:
Marketing Internship, May 2004 to August 2004



Ernst & Young, New York, New York



· Participated in the annual account review of Harding and Company, 




  including  development of the final presentation.



· Participated in quarterly evaluation of Alpha Bank Corporation, including 



  identification and correction of over twenty major marketing changes .


· Developed several Excel spreadsheet macros currently in use for reducing 



  entry time and automatically cross-referencing for errors.



· Received Employee of the Month award twice--first intern ever to win the 



  award.



Advertising Internship, May 2002 to Present



Ogilvie and Mather, New York



· Assisted with presentations for major corporations


· Developed marketing and advertising system for Federated Stores


· Implemented newspaper and web advertising for individual customers.

ACTIVITIES:
· Vice President, Student Arts Chapter, 2004-2005



· Treasurer, Beta Gamma Sigma honors society, 2004-2005



· Dorm Resident Assistant, 2003-2005
REFERENCES:          See attached
Some tips on putting together your personal resume:


CONTACT INFORMATION: The first thing at the top of your resume. Include your address, email, and phone number. Make it easy for people to reach you. 

EDUCATION: Start with the present and work your way backward. Include your major, the degree you expect to receive, and the date you expect to receive it. If you are still in high school, put any particular course of studey, such as IB, college preparatory, etc. Some career counselors will tell you to include your GPA only if it is 3.5 or above. Others make the cut at 3.0. It’s up to you. 

HONORS AND AWARDS: If your awards all relate to school, you can include them with your academic information. But if your awards are community-based, perhaps from a youth group or an organization, at which you volunteered, then go ahead and make a separate section. Provide a brief explanation of lesser-known awards, such as school-wide (rather than nation-wide) scholarships, honors, etc. 

EXPERIENCE: This is the meat of your resume and the section that will require the most effort to write and organize well. Experience includes jobs, internships, volunteer positions, extracurricular activities, and any special projects you might have been part of. 

You can use either a chronological or a functional format to organize your experience section. 

- A chronological resume begins with your most recent experiences and works backward. For example, your current part-time job in the library would be at the top of your list; the babysitting job you had in ninth grade would be at the bottom. A chronological resume should show a steady progression of the skills and interests you’ve developed over the years. 

- A functional resume requires you to divide your experience into subject areas in order to show where your strengths lie, or to highlight particular areas of interest. For example, you would include your babysitting job in the same category as your camp counselor job because both helped you develop skills for interacting with children.

There’s nothing that says that chronological resumes are better than functional ones, or vice versa. You’ll have to make a judgment call. If you’re applying for particular kinds of internships—say, those that involve some kind of writing—you might want to create a section called “Writing Experience” to highlight your writing skills. Remember that for a functional resume you need to have enough activities in each functional area to make it worthwhile. In other words, if you’ve only had one writing-related job or project, it doesn’t make sense to create a whole section for it. 

SKILLS: List skills that you can offer ,such as fluency in a foreign language or extensive knowledge of a particular subject area. Always include your computer skills—they’re useful almost everywhere. 

INTERESTS: It’s a good idea to include a short section at the bottom of your resume that lists a few of your interests. Interviewers may start the interview by asking you about one of your interests - it’s a great icebreaker. If you don’t sound passionate when talking about it you do yourself a huge disservice. 

DAN JENNINGS

1634 Morena Blvd.

San Diego, CA  92110

(858) 445-1234

e-mail:  djennings@hotmail.com
 

 

EDUCATION:
Hoover High School  



San Diego,CA

International Baccalaureate Diploma Candidate


Expected Graduation Date 



June 2007

Grade Point Average 



3.75 / 4.0 

HONORS 
Califorian All-State Orchestra



2004-2007

AND AWARDS:
STAR Student

                2007

                                      Hugh O’Brien Leadership Award                            2006

LEADERSHIP 
National Honor Society Vice President


2007
POSITIONS:
Beta Club President

                2006


Junior Class Secretary



2006

                

VOLUNTEER 
Rowan Child Development Center


Summer 2006
WORK:



Performed office work, such as data processing. 


Provided childcare services and general help as necessary.


Atlanta Food Bank




Winter 2005

Coordinated pick up and delivery of donations 


during the Thanksgiving and Christmas holidays.

 

ACTIVITIES:
Hoover High School Baseball Team


2005-2007

Computer Animation Club



2006-2007

 

REFERENCES:         Mr. Leonard Johnson, Assistant Principal
                                     Hoover High School


4950 President’s Drive

                                      San Diego, California   31087

555-111-2232

                                     Ms. Jessica Sims, Office Manager

                                     Rowan Child Development Center

                                     139 San Sal Court

                                     San Diego, California   31087                          555-111-2232
