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NAME: 8 Refore You Read

Preparing a Resume

1. Matias wants a part time job. He thinks he should call nearby

coffee shops and ask if they are hiring. Is this the best way to
find a job?

2. Isabellais writing her resume. She doesn’t have Kexperience. She thinks she

ood idea?

should leave an empty section on her resume.

3. Finish each sentence with a

resume traits skills
cover letter ualifications experience
a) A infroduces you to employers.

b) Besure toin Il ofyour work

c¢) Yourpe can be an asset on the job site.
d) show why you are able to do the job.

e) Listing the you have can help you get hired.

) A is used to apply for ajob.
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Preparing a Resum

1. Answer the questions about preparing a
resume and cover letter.

a) What is NOT included on a resume? .
O A How many pets you have. ;

O B Youreducation. NN ooy o
O ¢ vYour past jobs.
O b Your address.

~ . e

b) What is important to remember f
a cover letter?

A Write as much as possi

B Be professional.

C Use afancy font,

D Include picTurQ

OXONOXO)

N

[ ]
2. Answer the qu th or FALSE.

[ ]
y °
® °
® °
: a) The layout su hide problems. TRUE FALSE :
o °
by tter. TRUE FALSE °
[ [ ]
[ ] [ ]
° TRUE FALSE o
[ ] [ ]
: d) hours you want to work on a cover letter. TRUE FALSE :
[ [ ]
: e) Your address is on both a resume and cover letter. TRUE FALSE :
° °
® f) Spelling isn’t important on a resume. TRUE FALSE :
. .
[ ]

{108
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Preparing a Resume

The most important part of finding a job is a resume. AlImost every job wi ume. It is
a summary of your skills and experience. It shows employers why you a the job. A
resume is a professional document that everyone needs. You do too!

think about

it to look? What
t? If you don’t have
, include volunteering.
Il of your skills. Tell

u are the right choice!

When you make

There are many ways to write a details. How do yo
. do you wan igh

resume. Every employer is different. any work &

Some people will pick a style based

; . It is also
on their details. All resumes have: everyo

rtt

* Name Yo h ad a problem at a past job.
nt to draw focus to this. You
Address § areful when writing the resume.
be smart to include a job you
: © fired from. In this case, you will choose
* Education Brent format. Perhaps your resume will
- Skills you have for the job. put past jobs in a list. The focus will be on
your volunteer work. It could also show new
courses you have finished. Use the layout to
help look your best! Happy job hunting!

« Contact information.

* Past work/volunteer experienc

--------------------------------------------------------------------------------

. She has finished some classes in hairstyling. Yang
e was let go from. She put her education in a bold font

1. Ashley had tosud quit her last job. She has been volunteering at the local animal

shelter. What sh e Righlight on her resume?
O A Her,

O B Her

O ¢ Hervolurtfeer experience.

O D Heraddress.
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Preparing a Resume

3. Mariana has some gaps in her employment. How can she p a better light on her

resume? S

Graphic Organi-er ) Q
4. Use the graphic@i@enizer to follow a resume template.

impoaj finding ajob. Don't know where to start? There are
many fr es online. Different types of jobs may need a certain type of resume.
If you have d a job before, don't worry! You can list skills that you have. Don't be
shy! Now is a good time to brag. If you have won an award at school, add that.

A resum

A good resume is clear and easy to read. It is a good idea to save your resume on your
computer. You can apply to jobs online. Every time you get a new job, add it. You should
always have an updated copy. You will fill out the resume template on the next page. It
is a great start to building your resume. You can change it to best suit your needs. You
will do great!

o
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Will You Hire Me?

It can be hard to find a job. You need a great resume. You must convin
are a good choice. Knowing what you're good at can be hard. It ca

good things in others. This is true with someone you really like! Who & ire?
Your task is to think of a fictional character. They can be from a.mo Yolrcan pick
someone from a book. You can pick any character you like. T ven be an animal!

Winnie the Pooh would be a great bee keeper! You will mak&la,resu for them. Help them
make some money! T e

¥
Here are some things to think *,1
about:

* Where do they live?

* What are they good at?

* What kind of job would they like?
* What skills do they have?

* Where might they have worked
before?

M Ter You Read @

Crossword Puzzle!

v e )

appearance
cover lefter
enthusiasm
ethics
experience
greeting
outreach
reputation
resume

tfraits

upgrade

-

Word List

Use a resume template you

GENEVIEVE DUMAY

know well. Feel free to

up information you don’t

123 Main Street
ma 123-456-7890
genevieve@email.com

for sure. Use the right spelling” dly 27

Keep a proper formaj
style. If you want to
your work, make

You can write it fro

of view of the

your imagination!?
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Allan Eichhorn
Midfown Electronics

| am writing in regards to your retail

Please accept my enclosed resume along
with this lefter.

| believe my qualifcations and previous
work experience are a perfect fit for this
position.

| am available for an interview at your
convenience.

Sincerely,

Genevieve Dumay

salesperson position at Midtown Electronics.

GENEVIEVE DUMAY
123 Main Street
123-456-7890
genevieve@email.com

Objective
To seek the retail salesperson position at
Midtown Electronics.

Work Experience
The Book Loft
123 Clean

Jan. - Sept.
Oct. - present

Qualifications

« 3 years of customer service experience
+ Good communication and listening skills
« Organizational skills

Education
« Wilton High School

2.
5.
7

9.

lAcross

Your personality
you on the job.
Keep a clean

can help

at work.

. The charity had a great

program.

Use a pleasant inan
interview.

A is put before a
resume.

I Down

. Work

8.
10.

Your will spread.
is put on a resume.
Always have an updated

Build a good
hard.

A course is a smart way to .
Your are how you live your life.

by working
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Comprehension Quiz

1. Choose the correct answer.

a) What is the most important thing to have when looking for a job?

©)
©)
O
©)

A good handshake.
A resume.

A cover letter.
Volunteer experience.

To brag.

To infroduce yourself.

Get sponsors for your cu‘l b

2. Answer the questions wij it

a) Always dress y

(0]

best
b) You canbe a Mon interview.

%

UE or FALSE.

interview.

¢) You should argue at work.

d) Keep your personal life private at work.

e) Be respectful of all your co-workers.

© CLASSROOM COMPLETEQPRESS

What is the purpose of a cover letter? §%
To sell a product.

FALSE

FALSE

FALSE

FALSE

TRUE FALSE

SUBTOTAL: /7
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Resume
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VIENNA HURST

OBJECTIVE

To seek the line cook position ar Hometown Diner.

OVERVIEW

Food service worker with fast food, retall and cus

EDUCATION

123 MAIN STREET
123-456-7890
VIENN /@F"AIL.COM

Q

ervice experience.
T

Organized and hardworking with fraining in fog d handling.

Florida State High School
Graduated with honors

Food Service Worker 2 yedr course
The Culinary Institute

Food Safety & Handling Course
February

WORK EXPERIENCE
Belaire Burgers
Miles Pizza Pdlace

SKILLS
Proficient cook
Customer sg
Detailed ¢
Hardworki
Com ' and people skills

VOLUNTEER E
Florida

RIENCE
tchen March - May

Comfortable standing for long
periods of time

Friendly and outgecing

Neat, clean and professional
appearance

Practical Life Skills - Employment & Volunteering CCP5808-1
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Preparing a Resume

1. Answer the questions about preparing a

resume and cover letter.

a) What is NOT included on a resume?
O A How many pets you have.
O B Your education.
O ¢ Your past jobs.
O b Your address.

What is imporiant to remember for

a cover letter?
A Write as much as possible.

B Be professional.
C Use a fancy font.
D Include pictures.

ARKING ANSWER KEY

You need to sign your cover lettfer. TRUE FALSE c) FALSE
Your grades are listed on a resume. TRUE FALSE d) FALSE
Write the hours you want to work on a cover letter. TRUE FALSE e) TRUE

f) FALSE

Your address is on both a resume and cover letter. TRUE

Spelling isn‘t important on a resume. TRUE
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Preparing a Resume

The most important part of finding a job is a resume. Alimost every job will want a resume. It is
a summary of your skills and experience. It shows employers why you are right for the job. A
resume is a professional document that everyone needs. You do too!

When you make a resume, think abbout
There are many ways to write o details. How do you want it to look? What

. ighlight? '
resume. Every employer is different. do you want to highlight? If you don’t have

s any work experience, include volunteering.
Slelgcielclelel CAV| NG Qe RNIISROIeREIRMN | is 150 smart o list all of your skills. Tel

on their deftails. All resumes have: everyone why you are the right choice!
- Name You may have had a problem at a past job.
- e You don’t want to draw chus to this. You
must be careful when writing the resume.
« Contact information. It may not be smart to include a job you
: were fired from. In this case, you will choose
* Education a different format. Pernaps your resume will

put past jobbs in a list. The focus will be on
your volunteer work. It could also show new
 Past work/volunteer experience. courses you have finished. Use the layout to
help look your best! Happy job hunting!

- Skills you have for the job.

..........................................................................................

Yang was fired from her last fwo jobs. She has finished some classes in hairstyling. Yang
chose to leave out the last job she was let go from. She put her education in a bold font
on the resume.

1. Ashley had to suddenly quit her last job. She has been volunteering at the local animal
shelter. What should she highlight on her resume?

(O A Hereducation.
(O B Herpaostjobs.
(O ¢ Her volunteer experience.
(O D Heraddress.
{8
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Will You Hire Me?

It can be hard o find a job. You need a great resume. You must convince others why you
are a good choice. Knowing what you’'re good at can be hard. It can be easier to find
good things in others. This is frue with someone you really like! Who do you admire?

Your task is to think of a fictional character. They can be from a movie. You can pick
someone from a book. You can pick any character you like. They can even be an animal!
Winnie the Pooh would be a great bee keeper! You will make a resume for them. Help them

make some money!

Here are some things fo think
about:

* Where do they live?

 What are they good at?

e What kind of jolbb would they like?
e What skills do they have?

* Where might they have worked

before?

Use a resume template you GENEVIEVE DUMAY
123 Main Street

knqw well. Eeel free fo rrlwoke 34567890
up information you don’t know genevieve@email.com
for sure. Use the right spelling. July 27
Keep a proper format and Allan Eichonm
style. If you want to add to Midtown Electronics

your work, make a cover lefter.

| am writing in regards to your refail

You can write it from the poinT salesperson position at Midtown Electronics.

Please accept my enclosed resume along

of view of the character. Use with this letter.

YOUF imoginoTion! | believe my qualifcations and previous
work experience are a perfect fit for this
position.

| am available for an interview at your
convenience.

Sincerely,
Honewiere bu»m%

Genevieve Dumay

GENEVIEVE DUMAY
123 Main Street
123-456-7890
genevieve@email.com

Objective
To seek the retail salesperson position at
Midtown Electronics.

Work Experience
The Book Loft Jan. - Sept.
123 Clean Oct. - present

Qualifications

+ 3 years of customer service experience
+ Good communication and listening skills
+ Organizational skills

Education
+ Wilton High School

eoe
. ..
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Resume

VIENNA HURST e

VIENNA@EMAIL.COM

OBJECTIVE
To seek the line cook position at Hometown Diner.

OVERVIEW

Food service worker with fast food, retail and customer service experience,
Organized and hardworking with training in food safety and handling.

EDUCATION

Florida State High School
Graduated with honors

Food Service Worker 2 year course
The Culinary Insfitute

Food Safety & Handling Course
February

WORK EXPERIENCE

Belaire Burgers Jan. - Aug.
Miles Pizza Palace Sept. - June

SKILLS
Proficient cook Comfortable standing for long
Customer service periods of fime

Detailed and organized Friendly and outgoing

Hardworking and reliable Neaft, clean and professional
Communication and people skills appearance

VOLUNTEER EXPERIENCE
Florida Soup Kitchen March - May

Xy
.* Se
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