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RESUME BASICS
Learn how to create a resume with MS Word using a template.

Lesson Objectives

The student will understand and can accomplish these tasks at the end of the lesson:

· use a template in MS Word 2007

· write compelling work statements

· save resume as .doc and .pdf (and understand the difference)

· attach a resume to an email and upload it to an application

Lesson Prep Work

(30 min, at a minimum, prior to student arrival)

· get in early to test for technology failure, because it will happen :-)

· pre-sign into gmail or email account
· load http://www.gcflearnfree.org/jobsearch

· have resume examples available on flash drive or shared drive
· print handouts

Lesson Prerequisites

· Proven computer, mouse, keyboard, web browser, and internet skills. Prefer students have an email account and know how to log in.

Lesson Outline

The lesson is completed in one 120-minute class session.

· (10 min) Introduction

· Introduce instructor

· Have students introduce themselves & say what fields they’re applying in and what their experience has been so far w/looking for work
· Let students know it’s okay to take phone calls, but ask them to put their phone on vibrate and answer calls outside the classroom.

· Inform students that they can sit back and watch if the class is too advanced.

· Inform students they can go to the bathroom, they don’t need permission.

· State/show order in which class will happen.  Explain scope of class.

· (100) Activities

· (10) Section 1: What’s a resume and why do you need one?
· Communicates professionalism

· Gives power – an opportunity to represent yourself (more-so than in an app)

· Demonstrates computer & communication skills

·  (15) Section 2: Good Resume , Bad Resume
· Look at bad example – bad_resume_example.docx

· Ask students what’s wrong with it and discuss (font, inconsistent formatting, etc.)

· Define chronological & skills-based/functional resumes – discuss when each might come in handy

· Look at chronological resume – improved_resume_example.docx

· Look at functional resume – functional_resume_pretty.docx

· Discuss: What’s good or bad about each resume?
· Visual elements- clean layout, easy to read font, bullets, consistency
· Language elements

·  (10) Section 4: Resume Language
· The point is to paint yourself in the best light!

· Action words

· Start sentences with action verbs!
· Look at examples in example resumes
· improved_resume_example.docx
· functional_resume_example.docx
· point out action verb list on handout
· Brevity and “Spinning” 
· Use bullet points rather than full sentences, shorter rather than longer statements (it’s okay to use statements instead of complete sentences)
· Make things to sound good without lying – compliment yourself! 
· Demo: Open Sentence Transformation.docx (J:\Classes\Resume Basics ) and talk about how the transformed statements are shorter and sound better
· Activity: As the group to shorten and “spin” the second sentence in the doc; maybe using multiple bullets
· Reminder: Proofread before submitting! Look for typos, misspellings and errors and have someone else look too if you can.
·  (20) Section 5: Templates
· Define: ask class for definition of a template
· Model how to open a template pre-loaded template in MS Word
· Demo how to modify a template
· Activity: Have all students select and open a template and practice filling it out
· Copy and paste a previous section to make it look uniform

· Change a section title to suit needs (eg: from Work History to Experience)

·  (20) Section 6: Saving Your Resume
· Demo how to save a template as a .docx for standard formatting

· Demo how to save a .pdf copy to send out to employers
· They may not have Word or same version of Word
· It will protect your resume from editing 

· Discuss Save v. Save As

· Save As to retitle your resume or move it from one location to another

· Save to just save your work as you go
· Activity: Have students save their template as a .docx 
· If they have flash drives, save on flash drive

· If they don’t, save on desktop

·  (5) Section 7: Uploading  Your Resume
· Activity: Have all students practice uploading their template to 

http://resumepractice.com/   

·  (20) Section 8: Emailing  Your Resume
· To employers and to yourself

· Will automatically go to sent folder too

· Etiquette

· Title of job applying for in Subject field

· Body of email serves as short version of cover letter – your opportunity to convince recipient to open attached resume
· LOCKSS= Lots Of Copies Keeps Stuff Safe

· Demonstrate emailing a resume

· Verbalize that they’ll always be looking for the paperclip, no matter what email they have

· Activity: have everyone email their template to themselves (assistants on hand to help)

· If students don’t have email or don’t know how to log in, just have them watch
· (10) Conclusion  

· Go over handout, review material, emphasize contact info & further resources on handout
· http

HYPERLINK "http://www.gcflearnfree.org/jobsearch"://

HYPERLINK "http://www.gcflearnfree.org/jobsearch"www

HYPERLINK "http://www.gcflearnfree.org/jobsearch".

HYPERLINK "http://www.gcflearnfree.org/jobsearch"gcflearnfree

HYPERLINK "http://www.gcflearnfree.org/jobsearch".

HYPERLINK "http://www.gcflearnfree.org/jobsearch"org

HYPERLINK "http://www.gcflearnfree.org/jobsearch"/

HYPERLINK "http://www.gcflearnfree.org/jobsearch"jobsearch
· denverlibrary.org/jobs
· Any questions? Final comments?

· Remind patrons to practice; assign take-home-practice - remind them they can ask for help

· Remind to take survey.

What This Lesson Does Not Cover

· [Insert items that are not covered in this lesson, and specify why it is not]

Key Decisions

1. [Insert larger, topical key decisions here. Don’t sweat the little nomenclature details, etc.]

Appendix

Examples of resumes mentioned in lesson plan follow, as does the “Resume Transformation” document mentioned above.
bad_resume_example.docx

Ed Needsa Job

725 E. Main Street. Denver CO 
Work

House painting      2001    for my cousing Suzanna Robles.

Mariachi band El Oeste  2005-2009


-play accordion 
Gardner for Smith Family 2006-2007

Construction – residential- Valencia Construction Company 2008-2010 


-bathrooms

Pizza Hut Delivery Driver 2004-2005


-delivered Pizzas at night
General maintenance Winding Winds Apartmets 1998-2006

-kitchens, bathrooms, everything

Speak English and Spanish.  

References

-my brother David Job 555-555-5555

-Sarah, coworker at Pizza Hut   pizzaface@fake.com

improved_resume_example.docx

Thomas Johnson
8020 Clark Avenue
Nevada, Missouri 64772
(417) 123-4567


WORK EXPERIENCE
Waiter and Waitress Trainer, Western Missouri Resort, Nevada, Missouri, 2005 to 2012
· Trained employees in menu knowledge, computer operation, and efficient delivery of food and beverages.

· Resolved customer complaints, assuring satisfaction.

· Answered phones, scheduled reservations, and directed call to responsible party.

Waiter and Main Cashier, Western Missouri Resort, Nevada, Missouri, 1998 to 2005
· Handled large amounts of cash transactions for chip exchanges for customers and between casinos.

· Performed bank audits for all cash areas of the casinos.

· Greeted customers, developed rapport, accepted, processed, and delivered orders.

· Distributed paychecks, credit approvals, and marker distribution.

Accounts Payable Clerk, Harrah's Casino, Las Vegas, Nevada, 1993 to 1998 

· Answered phones and directed calls to appropriate person.

· Processed and mailed checks to appropriate vendor or entertainer.

· Maintained files of accounts, receipts, and purchasing audit information.

Waiter/Relief Supervisor, The Ormsby House, Carson City, Nevada, 1990 to 1993 

· Supervised 18 wait staff when necessary.

· Greeted customers, developed rapport, accepted, processed and delivered orders.

· Performed all aspects of food preparation, delivery, and clean-up.
EDUCATION

Vernon County Community College, Nevada, Missouri, 2001 to 2004
Courses Included Accounting, Finance, Business Math and Computer Classes 
functional_resume_example.docx
KRISTAN JONES
2060 Lincoln Avenue
Lebanon, Missouri 65536
(314) 123-4567 



PROFESSIONAL SKILLS AND ABILITIES

Sales and Customer Assurance: 
· Excellent communication skills in greeting customers, listening and assessing requested desires, and assisting to satisfy needs.

· Able to confront dissatisfied customers, settle them, and provide resolution.

· Effectively increased customer sales in various positions.

· Prepared sales reports, wrote purchase orders, and conducted regular inventories.

Management and Supervisory: 

· Performed all aspects of operating a small business as managing partner.

· Responsible for training numerous new employees in several situations.

· Scheduled and coordinated appointments for service technicians.

· Cooperated in the planning, development, and opening of new company.

· Able to develop rapport in work environment that builds teamwork.

Office and Technical: 

· Ability to operate various office equipment such as IBM and Franklin computers, IBM/NCR cash registers, telephone, ten-key machine, and typewriter.

· Responsible for handling large amounts of cash and preparation of bank deposits.

Personal and Self-Management: 

· Thrive on challenging tasks in office environment.

· Highly organized and dedicated with positive attitude.

· Excellent written and oral interpersonal communication skills.

· Perform multiple assignments under pressure and consistently meet deadlines.

EDUCATION AND ACTIVITIES

· Business and Professional Women's Association

· Lincoln Memorial High School Graduate, Lebanon, Missouri

WORK EXPERIENCE

2006 to 2011 Sales Clerk, Sears, Lebanon, Missouri
2002 to 2004 Service Department Manager, Anthony's, Lebanon, Missouri
1998 to 2002 Co-Owner, Country Square, Buffalo, Missouri
1996 to 1998 Sales Clerk, Montgomery Ward, Lebanon, Missouri
functional_resume_pretty.docx
Joseph Sanchez
4242 Blankenship Rd.
Tucson, AZ
(520) 865-7889
Jksanchez980@yahoo.com
OBJECTIVE

Creative Director/Art position at an agency that will allow me to develop my creative and leadership abilities in an environment that encourages me to do strong creative work.

PROFESSIONAL QUALIFICATIONS: 

An articulate, diligent, and innovative professional with more than 10 years of professional design experience which includes management of a interactive media company for 3 years.

SKILLS 

· Proven ability to grasp ideas and effectively communicate concepts with original, compelling copy and images. 

· Ability to supervise art direction of multiple accounts and departments 

· Highly skilled in problem solving, solution oriented, and highly organized 

· Strong communication skills 

· Budget management to facilitate maximum revenues 

· Coordination of merchandise, promotions, exhibits, and signage 

· Tracking of all visual materials through all stages of pre productions and production

WORK EXPERIENCE

Fusion Media Interactive 
Phoenix AZ / Denver, CO

Creative Director

2004-2012
Vivo Italia Design Studio 
Venice, Italy

Production Assistant

2002-2004
Design Moves Collective 
Phoenix AZ

Production Manager

1997-2002

Phoenix Art Museum  

Phoenix, AZ

Exhibit Designer

1995- 1997

AWARDS

2004 Winner Print Magazine “Best of Show- Promotional Piece” 

2002 Runner-Up Denver Creative Award “Best Design Award”

2001 Winner Young Designers Guild “Best Interactive Media Website”

CERTIFICATIONS

Apple Certified Trainer for Pro Products 2005

Microsoft Certified Professional Developer (MCPD) 2005

Sentence Transformation

How do you transform this:

I drove from Colorado to new mexico a few times a month carrying stuff for Walmart.

…Into a shorter statement?

· Monthly interstate transport for Walmart

…Into a shorter, more flattering statement? 

· Ensured timely delivery of interstate goods for Walmart Inc.

Now as a group, transform this sentence into a shorter, more flattering sentence: 

I answer phones, take messages, schedule meetings and run random errands for the whole office. 

GO! 
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