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Resume Workshop
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You never get a second chance 

to make a first impression!

This workbook belongs to: _____________________


About Your Resume
Dear Da Vinci Student

There are 4 things you need to know – so read this!!!
1. Your resume should paint a picture of who you are. It is the first point of contact future employers and internship providers will have. Because of this it is important that you spend time helping others see your strengths and abilities. Especially if you e-mail your resume to an employer, this will be the first time an employer “meets” you and makes up his/her mind about what type of person you are.
2. Remember you never get a second chance to make a first impression. Make sure that your resume gives an adequate and good picture of who you are what you can do to help employers. A sloppy resume will make an employer believe you are not competent to work for them, where as a neat and nice resume will communicate that you are dedicated and have spent your time on things that are important to you.
3. Don’t forget that many employers get hundreds of e-mails. You will want to stand out above the rest. I hope this packet can help you
4. Ask for help! You are not expected to know it all, so come and ask

Good Luck!

Content – what goes into a resume!
“I’ve never had a job!  What could I possibly put on my resume?”

Name and Contact 

Information: 
Include your name, address, email, and phone number with area code. If you do not have a phone, use a number where a message can be left.  Do not use abbreviations.  DO NOT INCLUDE:  Personal facts like marital status, date of birth, height weight, and religious preference.
Qualifications
A short summary of what you can do. Include relevant skills acquired through work experiences and school training. List the technology, computers, software etc. you used in developing your skills and indicate your current level of proficiency.  Make sure to include in this section other languages you speak and anything else you are really good at. See list on page *******
Education
List the current high school you are attending.  It is NOT necessary to mention Elementary and Junior High School.  Include your area of emphasis (i.e. math, science, arts).  Be sure to include any college courses (AP) or special training like classes.  Include your GPA if 3.0 or higher, along with your expected graduation month and year.

Projects
Because you have not worked fulltime yet, projects provide you with work experience that can be relevant to the position you are seeking. List the project subject, your role, and the results of the project, along with a brief description. Treat these projects like jobs and list what you specifically did and learned. 
Experience
Paid or volunteer work you are or have been involved in.  List your most recent experience first.  List your responsibilities as they pertain to the type of work you are seeking.  Be sure to list employer or organization name, date of employment, the title or position you held. Include here any Service Learning, Work Experience, Job Shadows, and Internships. 

Example: 

Childcare



June 1999-Present

Mrs. Joanne Williams, San Diego, CA

· Provided in-home babysitting for three pre-school age children

· Planned and supervised playtime activities and prepared meals
Activities
List any school, church, sports and/or community activities in which you currently participate or participated in the past, including clubs, committees, etc.

Awards/Recognitions
If any, list accomplishments (awards, honors, and/or certificates or recognition) the awarding organization and the date awarded.

Qualifications  - Descriptive Phrases to help you
When an employer reads a resume, certain key phrases will catch his/her attention and describe the type of employee, as you write the "Qualifications" of your resume.  Most of these comments may be used in any type of resume, regardless of the position you are seeking. Be mindful to which of your skills you want to highlight (most people put 3-5).
	· Ability to effectively follow directions and adapt to changing operations
	· 

	· Ability to learn quickly
	

	· Ability to work well under pressure

	· Ability to work well under pressure in a fast paced environment

	· Able to meet deadlines

	· Able to prioritize a heavy work load

	· Able to work well independently 

	· Attentive to time schedules
	

	· Bilingual English/Spanish

	· Cheerful outlook, positive attitude

	· Committed to completing a job

	· Dedicated to completing highest quality of work

	· Demonstrated leadership skill

	· Demonstrated managerial skills
· Flexible

	· Enjoy a challenge
	
	

	· Enthusiastic team member

	· Excellent communications skills, written and verbal

	· Extensive artistic background

	· Flexible-Willing to take on a variety of tasks

	· Good organizational skills
	

	· Good with numbers/figures
	

	· Knowledgeable about computers and software programs

	· Neat, efficient, thorough 
· Outstanding leadership skills
	

	· Professional & courteous
· Positive attitude 

	· Reliable and prompt
	

	· Resourceful problem solver

	· Self-Motivated and goal oriented
	
	

	· Strong customer service skills

	· Strong motivation and dedication to job

	· Strong sense of responsibility 

	· Take pride in a job well done

	· Willing to do extra work to gain experience

	· Working knowledge of computer applications



PROJECTS Section - Strong Verbs & Phrases
(adapted from http://www.quintcareers.com/action_skills.html )
1. Use action oriented short statements & omit personal pronouns
EXAMPLES:

	    > Produced and edited history video
	> Greeted customers

	    > Directed and wrote 10 minute play
	> Graded papers

	    > Organized community fundraiser
	> Wrote research paper

	    > Answered multi-lined telephone
	> Maintained files

	    > Presented to large audience
	> Dispersed mail




2. Begin with a verb 
Below is a list of STRONG Verbs by category. Don’t ever use the verb DID, instead look at the list below for the best possible word for what you accomplished
Communication/People Skills
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Advertised
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Arbitrated
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Clarified
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Collaborated
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Composed
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Conveyed
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Corresponded
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Discussed
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Interviewed
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Judged
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Marketed
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Observed
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Participated
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Proposed
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Referred
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Resolved
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Responded
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Wrote

Creative Skills
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Acted
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Adapted
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Composed 
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Condensed
[image: image76.png]


Created
[image: image77.png]


Customized
[image: image78.png]


Designed
[image: image79.png]


Developed
[image: image80.png]


Directed
[image: image81.png]


Displayed
[image: image82.png]


Drew
[image: image83.png]


Entertained
[image: image84.png]


Established
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Illustrated
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Introduced
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Invented
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Solved


Data/Financial Skills
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Administered
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Analyzed
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Calculated
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Computed
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Measured
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Retrieved

Helping Skills
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Adapted
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Aided
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Answered
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Assessed
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Contributed
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Volunteered

Management/Leadership Skills

[image: image169.png]


Administered
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Terminated

Organizational Skills
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Approved
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Arranged 
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Inspected
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Research Skills
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Analyzed
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Tested

Teaching Skills
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Adapted
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Developed
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Tutored

Technical Skills
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Utilized

Resume Checklist and Reflection
Before you hand your resume to someone make sure you 

· Have a resume that is 1 page long!

· Saved your resume as lastname_firstinitial_resume.doc (Tempel_N_Resume.doc)

· Used font sizes between 10 and 14 points 

· Used standard, clear fonts (Times New Roman, Arial, Helvetica, etc.)

Please write yes or no in the blank spaces and make corrections

Overall Appearance

1. _____Consistency (e.g. bolding of headings, placement of dates, etc.)

2. _____  Full capitalization of headings and company names only
3. _____  Attractiveness – Is it a good first impression?

4. _____  Length – Is it 1 page long?

Content

5. _____Information – Is it all factual, honest, and accurate?

6. _____Education/Experience - ordered beginning with most recent

7. _____Highlight - ordered from most to least important (i.e., qualifications, achievements, etc)

8. _____Detailed description of job/project responsibilities

9. _____G.P.A. included ONLY if 3.0 or higher

Style

10. _____No “I” or “my” statements

11.       _____Start every skills statement with a strong verb 

12. _____No redundancy (using the same action verb more than once)

13.       _____Matching verb tenses
14.       _____Descriptions are short but more than 2 words
15. _____No abbreviations or acronyms

16. ​​​​_____Articles omitted (e.g. “a”, “the”)

17. _____Grammar/spelling correct

18.       _____No Cuteness  - no hearts, happy faces, jokes, pictures, graphics

19.       _____No Fancy types such as shadows or reverses

20.       _____Consistent punctuation (i.e. periods and commas)
21.       _____Do use bold/CAPS to make all section headings stand out 

22.       _____Organize your resume so the most relevant information is at the top 

23.       _____Make sure all information is positive, factual, honest, and accurate.

I read through each item and am sure that each item is correct on my resume!

______________________________________

__________________

Name






Date 

Reader:____________________







Writer: ____________________

Resume Peer Edit

1. Has the writer followed the guidelines for this particular assignment? 

a. What numbers were followed?

b. What numbers need to be fixed?

c. Write the numbers of the guideline next to the line on the resume that needs to be fixed

2. What suggestions can you offer regarding the organization of the work? 

__________________________________________________________________________________________________________________________________________________

3. Choose the three most effective words. What purpose did they serve?

a. ________________________________________________________________

b. ________________________________________________________________

c. ________________________________________________________________

4. What phrase is the most effective? Highlight it
5. What phrase is the least effective? Underline it with zigzags 

6. Are there any details in the work ineffective, inaccurate, or irrelevant? Mark them on paper
7. What details are lacking? Did you as a reader have questions that were left unanswered?

__________________________________________________________________________________________________________________________________________________

8. How engaging would you rate this work on a scale from 1-5, with 5 being completely compelling and engaging?

9. Are there mechanical errors? If so, what are they? Is there a pattern of errors which suggests a writing problem? Suggestions:_______________________________________________________________

_________________________________________________________________________

10. Write one final sentence that summarizes your overall impressions of this work and your suggestion for improving upon it. _________________________________________________________________________

__________________________________________________________________________________________________________________________________________________

Getting Started
1. Refer back to content section if you are unclear about heading.
2. Use Sample Resume and Resume Check list to guide you.
3. Don’t limit yourself to the blanks I have created for you. GO BEYOND!

Name:______________________________

Street Address: _____________________________

City, State, Zip Code: __________________________

(Area Code) Phone Number: __________________

Email:__________________________________

OBJECTIVE: Seeking a position as_______________________________________
QUALIFICATIONS



· _____________________________

· _____________________________

· _____________________________

EDUCATION

Da Vinci School of Science, Los Angeles, CA
Dates: ________________



Areas of emphasis:  _______________________




G.P.A.:  _________________________________

PROJECTS
Da Vinci School of Science, Los Angeles, CA 

2011-2012



Project 1 Name ______________ – Your role _______________

· _____________________________

· _____________________________




Project 2 Name ______________ – Your role _______________

· _____________________________

· _____________________________

EXPERIENCE
 
Company Name/Organization, City, State


Dates

· _____________________________

Company Name/Organization, City, State


Dates

· _____________________________

ACTIVITIES

Clubs, Organizations, Extracurricular activities

· _____________________________

· _____________________________

AWARDS/RECOGNITIONS

· _____________________________

· _____________________________

COLLEGE-READY 


CAREER-PREPARED


COMMUNITY-MINDED












