Resume Writing

A resume is a self-marketing tool that highlights your skills, education and experience as they relate to a particular job.  Use good quality white (or off-white) paper to prepare your resume.  Keep your resume clean and wrinkle free by keeping it in a folder or an envelope.  Make sure there are no errors in your resume.  Your resume should include the following sections:

Personal Information:

· Your name, address, phone number(s), and e-mail
· Ensure that the phone number is a place where an employer can leave a message
· Ensure that your e-mail address is a “professional” address
Personal Profile / Objective :

· Start with a descriptive statement about yourself and lead into your objective
Skills:

· Highlight the skills most related to the job

· Include soft skills and hard skills

· Identify strengths you’ve gained through school, sports, activities and work experience
Education:

· Identify your highest level of education, your school and your expected date of completion

· If you are in a special program (eg. The Bilingual Program), you may include this as well

· Do not include course names and marks unless you have completed courses in a particular area of concentration (eg. “completed four years of  Transportation Technology”)

· You may include awards in this section or in a separate section if your awards are numerous

Work Experience:

· If you have previous work experience, highlight duties in the job that most relate to the position you are applying for

· List your work experience in reverse chronological order (start with the most recent and work backwards)

· Include the job title, the employer name (eg. name of business) and dates of employment

· Use action verbs to describe your experience and point form to make your resume easy to read

Volunteer Experience:

· Set this section up like your “work experience” section

Activities and Interests:

· What kinds of things do you do when you are not at school?

· Show the employer how you’re involved in the community and that you’re a well rounded person

References:

· Mention that references are “Available Upon Request”

· Prepare a separate sheet entitled “References for Joe Student” and then list at least three references.  Include a variety of references, such as work, academic, and personal.  Do not include family members.  For each reference, include their full name, title, company, phone number, and possibly an e-mail address.  Be sure to get the permission of each person on your reference page before you give this information to a potential employer.
