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Resume Preparation:  

The resume is YOU! It is a short, concise outline of your career objectives, education, work experience, personal qualifications, and background. 

PURPOSE

The resume has three major purposes:


1. To help you get a personal interview;


2. To provide the employer with reference material during the interview;


3. To serve as a reminder to the employer after the interview.

MAJOR AREAS

The resume should present attractively and systematically three major areas:

1. WHO YOU ARE

First you will need identifying data; name, address city, state, zip, phone number and area code. (Do not include your picture. It must be removed before circulation to guard against charges of discrimination.)

In an effort to protect your personal information use your real name, city and zip code with the following fictitious street address, phone number, FAX number and email: 


(Your Name)

12345 My Street

(Your City), CA   (Your Zip Code)

(661) 555-1234

FAX:  661-555-5678

    
Email: avstudent@ graduatingclass.com

2. JOB OBJECTIVE

Clearly state in a few short words or a concise statement, your job objective (See resume samples.)

3. WHAT YOU HAVE ACCOMPLISHED

A. EDUCATION - include names and location of schools, with dates attended, courses taken, degrees and certificates received, honors, scholarships and any special training related to occupational skills, especially as it relates to Tech Prep career pathways.

B. WORK HISTORY - List all of your work history, then analyze it according to title, function, and experience. Emphasize work place learning activities that relate to your Tech Prep career path. The most important consideration in preparation of your work history is that you should emphasize function performed. List the titles under which you are employed and your tasks. Generally, salaries are not shown.

C. PART-TIME WORK - If your part-time work, during schooling and at other times, is not related to your present goals of Tech Prep pathway, record it in a separate section in very brief form.

D. MILITARY EXPERIENCE - Some people will choose to include military experience and some will not. Your decision to include it should be based on whether your military experience relates to the type of work you are seeking.

E. MEMBERSHIP IN PROFESSIONAL ORGANIZATIONS

F. RECOGNITION OF ACHIEVEMENT - Other information could include membership in professional organizations and any formal recognition of achievement you have received. This includes FFA and other agriculture-related organizations. List achievements, membership in civic, services, and social organizations may be listed if there is a relationship to the job or an indication of something you personally feel committed to. Including special awards such as proficiency awards, chapter offices and degrees held, judging team participation and awards, and fair and show attendance. Also include a brief description of Supervised Practical Experience activities in the work history area.

FORMAT

Format is important. Types of information should be categorized so that it can be easily read. Highlight all of your accomplishments (do not go into excessive detail). Avoid wordiness but do not be too narrow or limit yourself in your approach. If possible, keep it to one page. If additional pages are necessary to list work experience, publications, etc./ use them but keep the most important information on the first page. List those items in the order of importance or strength.

The first task in making a resume is to assemble the facts. The second task is to organize the facts in order of strength and priorities. In the resume of a young person with little work history, education, training and activities should be emphasized.  A more experienced person will place greater emphasis on present and former employment. The resume thus becomes a summary of what you are, what you want, and what you have done.

LANGUAGE

The language of the resume should be crisp, dignified, and to the point. Elegant brevity is the aim here. Incomplete sentences are quite permissible to assist in brevity and reduce needless verbiage; however, other rules of grammar, spelling and punctuation must be faithfully followed. It is advisable not to abbreviate words such as state, company names, dates, etc. Third style should be utilized- that is - do not say, ”I worked as a gardener for three summers.” but rather,” Worked as a gardener for three summers.” Remember that it is usually best to begin each sentence with an action verb and to use a direct style of writing (See Resume Action Word List).

REFERENCES

On the resume simply state that references will be available on request.

LENGTH

For almost everyone, a one-page resume will be most effective. No one should use more than two pages, unless you are applying for professional upgrading. As portfolios become more widely used and accepted, the resume content should support the information expanded upon in the portfolio.

PAPER

Size should always be 8 1/2” x 11”. Use high quality bond paper, generally variations of white or light gray. Do not use pastel colors. A high contrast color combination between paper and print is the goal.

PRINT SHOP

Many people have their resumes reproduced in the fast-service print shops. These shops are usually reasonable in price, and printing provides the resume with a finished look. You must consider your own needs and pocketbook before deciding on such service. However, your resume should be proofread thoroughly before sending it to anyone. Ask yourself- is this how I want it to look on paper?

Sample Resume 1

ERICA M. BUNN






     12345 My Street
(661) 555-1234







         Palmdale, CA    93551

OBJECTIVE:
Seeking a responsible and challenging position as a day care assistant that will utilize my experience, expand my knowledge, and offer me opportunities for professional growth in the field of early childhood education.

EDUCATION:

Highland High School, Palmdale, CA



Junior, majoring in Law and Government



Course work includes classes in Humanology and Psychology



Graduation in June of 1998

EXPERIENCE:

Working for Kate Ross – baby-sitting son 1994 – present

· Planned and prepared nutritious meals
· Supervised playtime activities
· Dressed and bathed her son
· Developed games and outdoor recreation activities
Working for Tracy Myers – baby-sitting daughter 1993 – present

· Planned and prepared nutritious meals

· Supervised playtime activities

· Read stories

· Developed games and outdoor recreation activities

Pre-school teacher’s assistant at A.V. Christian School 1992 – 1994

· Assisted the teachers in the overall supervision of 2-4 year-old children

· Helped the children with their school work

· Assisted the children in their arts and crafts projects

· Assisted with classroom discipline

· Distributed meals including lunch and snack

ACCOMPLISHMENTS:  


· A member of the Future Business Leaders of America
· A member of the Law & Government Academy at Highland High School
· An honor student for four years with an overall GPA of 3.65
REFERENCES:


Available upon request

Sample Resume 2
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Jason Cotton

12345 My Street

Lancaster, CA   93536

Home Phone: 661-555-1234

FAX:  661-555-5678

     Email: avstudent@ graduatingclass.com

OBJECTIVE:


A position in a Fire Fighting agency, leading to a career





position of ARSON INVESTIGATOR
EDUCATION:


Junior at Highland High School, Class of 1998





Palmdale, California





Relevant education courses include: English, Biology,





Mathematics, Physical Science, and Physical Fitness





(Weight training and member of wrestling team)

WORK EXPERIENCE:

Harko Plastics.





Manufacturing of Heel Guards.





Duties include: Molding, Assembling, Quality Control,





Packaging, and Shipping





House Sitting.





Taking care of people's household duties while they are





away.





Duties include: Animal husbandry, Gardening, Security and





facility maintenance.

AFFILIATIONS:

Highland High School Wrestling Team/Club





Highland High School Football Boosters

PERSONAL:


Willing to relocate for a career opportunity

References provided upon request.
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