Pocket Resumé

UNIT:

Employment Skills
TASK:

6.2.2 Draft a sample résumé
ACTIVITY TYPE:
SCANS, Integration
APPROXIMATE TIME:
Two to three class periods
MATERIALS:
Examples of résumés (both chronological and functional), paper folded and cut into eighths (or small pocket-sized notepads)
PROCEDURE:

1. Show students different examples of résumés you have obtained.  Talk about the difference.  Most students in the eighth grade have limited work and educational experience to include on a chronological résumé.  Tell them that they will be creating a “pocket résumé” that will assist them later when they begin to look for employment.  It will also be an asset when they fill out job application forms.

2. Fold and cut the paper into eighths (pocket size) or distribute the small notepads.  Each section of the résumé will go on a different page.  Tell students to design a cover for their résumé.  On every new section, write a title describing the information located on that page.

3. On the first page, students should write their name, address, and phone number.  The second page will contain the objective or job goal.  It should be simple and to the point.  

4. The third page will list qualifications or skills in the area related to the job goal.  The qualification should list an example of a time when they demonstrated that skill.  For example, if a student says that they can use publishing software, they might be able to list that they helped publish a brochure advertising the CO program.  The qualifications and skills may take more than one page.  

5. The next page should list any special awards or honors.  The page following lists any work experience, including names of supervisors and dates of employment.  Encourage students to think about volunteer work also.  The following page lists education (names, addresses, and dates attended) or special training.

6. The last page of the pocket résumé should list three references.  List the names, titles and work addresses of the references.  They should not be friends or relatives.

ENRICHMENT:
Have students use a word processor to create a full-size résumé.
