Draft a Sample Résumé
Sharla Hartzell

UNIT:

Employment Skills
TASK:

6.2.2 Draft a sample résumé
ACTIVITY TYPE:
SCANS
APPROXIMATE TIME:
2 hours
MATERIALS:
Following handouts, pencil, completed résumé samples
PROCEDURE:

1. Display and discuss several examples of completed résumés.

2. Complete the first worksheet ‘Writing a Résumé Objective’ and discuss the importance of this opening statement. 

3. Guide students through the completion of the draft worksheet for their personal résumé.

ENRICHMENT:
Students can key a final copy of their résumé (if technology allows, save an electronic copy for all students)     
Name: 




Writing a Résumé Objective

Learn: 

In preparing a résumé, you should begin by stating an objective specific to the position for which you are applying. The objective should be stated in a way that matches the requirement of the job.  Objectives for two positions are shown below.

Customer Service Assistant Objective:
To obtain a position where I can use my excellent communication, interpersonal,

and organizational skills to work with clients.


Medical Assistant Objective:

To secure a position where I can use my clinical training, medical terminology, 
coding expertise, and personal skills while working with patients in a medical
office or hospital.

Apply:

A job description is shown below. Using the guidelines from above, prepare an objective you will use in applying for this position.  Revise and proofread the objective until you are satisfied that it is professional, attractive, and complete.



Career Solutions Training Group Free E-Lesson

This free activity is taken from the Top 10 Tips: Lessons for Workplace Readiness
(Full Name)

(Address)
(Phone Number)

Career Objective:

Education:

Extracurricular Activities:

Work Experience:

Hobbies:

Reference:

Position Available





Entry-level customer service representative needed immediately to work directly by telephone with customers and clients of a major clothing manufacturer.  Requirements: 2-year degree, good interpersonal skills, self-starter who needs limited supervision, good computer skills.  Send resumé to Human Resources, Access, Inc., at HRDepartment@access.net.








