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What is the purpose
of a resume?
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What is the purpose of a resume?

To help you get a job by showing potential employers your:

Education

Experiences

Skills

Abilities

Capability to do the job!
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What questions does a resume answer?

Who am I?
+  Contact information so they can contact you for an interview or job offer
* What do | know?
« Education, academic accomplishments, etc.
What have | done?

*  What are your experiences, qualifications, accomplishments?

« What am | good at?
* Any soft and hard skills you have
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How should | structure my resume?

Name and contact information
Education (with expected HS graduation month)
* Work experience with dates/ location/ position titles
* Involvement, volunteer work, community service, or non-paid work

experiences
* Any skills, accomplishments, achievements, etc. that can show an
employer that YOU are a good fit for the job!

*Note: experience should be in reverse chronological order with most recent
experiences at the top!
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How do | describe my experiences?

At least two to five bullet points that describe what you

did in each of your experiences

» Describe your job duties, how you developed your skills,
what you accomplished in the position

» Al screens for matching action verbs w/ postings
* Be as specific as you possibly can
* Add numbers and data whenever possible
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Examples of experiences

«  Paid work experience
* Any and all jobs you've had where you got paid (cashier, food service, landscaping)
+  Babysitting
Internships

*  Unpaid experience
«  Volunteer work/ community service (at your church orin your community)
*  Club or student organization (Key Club, NHS, Spanish Club, Student Council)
+  Student involvement (band, choir, orchestra, Growl News, AFJROTC, theater)
* In-school job (library helper, office helper)
«  Career Academy program (construction management, customer service programs)
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Examples of sKkills

«  Soft Skills

Communication
Punctuality
Leadership
Teamwork
Critical thinking
Time management
Public speaking
Adaptability
Creativity
Respectfulness
Reliability
Ambitious
Problem-solving

Hard Skills

Computer software
Program software
Foreign language(s)
Writing

Video editing
Microsoft Office
Customer service
Presentation
Graphic design
Project management
Social media

Math
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Important Resume Tips

ONE (1) page!
12 point font (Times New Roman, Arial)

Bold your name and headings
*  No graphics, pictures, borders

+  Don’t use personal pronouns (I, me, my)

«  Don’tuse “etc” - be SPECIFIC!

+  Don’t abbreviate and be careful with acronyms

*  Use complete sentences and proper grammar and punctuation

- Be consistent with tenses (past/present)

*  Update regularly- it should be updated every time you gain a new experience!
+ PROOFREAD!
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What is the average
amount of time an
employer spends

reviewing a resume?
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LET’S MAKE A RESUME!
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