Resume

Building




What is a Resume?

& A document to present a person’s skills, experience, and accomplishments
@ Includes concise and bulleted information

& Resume meant to show relevant experience to the position



What to Include

® Contact Information®
¢ Education®
® Experience”

® Extra Curricular Activities

® Volunteer Work

& Skills

& References

& Certifications and Licenses
¢ Awards and Honors

¢ Languages



How to Write a
Resume



1. List all Skills and Experiences

& Paid positions

® Unpaid positions

& Awards and honors received

& Sports, clubs, organizations you are part of

& Skills you have



2 Catesonze Pise

& What sections work best for you?

® What section headers describe your experiences the best

® Contact Information™
¢ Education®
& Experience”

® Extra Curricular Activities

® Volunteer Work

& Skills

& References

& Certifications and Licenses
& Awards and Honors

¢ Languages



3. Plug information into a Resume Template

& Microsoft Word Templates

® Google Documents Templates

& Canva.com Templates

® Resume building websites usually costs money

® Pick one that stands out



4. Describe Experiences

& Include 3-5 bullet points for each experience
& Use the same tense for each verb (either past or present)
& Choose strong and different verbs when you can

& Ex: “Worked in a team...” > “Collaborated with...”

® Use language from job ad to match your resume

& Good for big companies that use databases to narrow down hundreds of resumes

& Use numbers where appropriate

& Ex: “Organized over 20 volunteers for annual clean up event”



5. Format Appropriately

& 9-11 font sizes

& Consistent format
& ONE PAGE!

& Appropriate fonts

& No Curlz, Scripts, Comic Sans



6. Proofread, Proofread, Proofread!

& Spell and grammar check is not always reliable

& Ask a friend, parent, or teacher to look over it before
¢ Or Sarah and Diana!

& Make sure information corresponds to job description



123 Fastweb Lane » Fastweb City, FW 01234  123.456.7890  jane.fastw astweb.com

Jane W. Fastweb

Summary

Motivated honor roll high school student, with proven leadership skills and a history of
philanthropic involvement, seeking work experience and professional development
opportunities.

Education

Fastweb High School Fastweb City, FW
3.8 GPA

Anticipated diploma May X
National Merit Scholar

Honor Roll, Fall 2016 — Current
AP & IB Coursework

Extracurricular and Volunteer Activity

Fastweb High School Tennis Team Fall 2016 — Current
= Team Captain, Fall 2017 — Current
= Regional Champions, Spring 2018

Student Council Fall 2016 — Current
= Secretary —record and compile all council meeting notes and disperse to student council
memb administrators
t and facilitate multiple school and community events, such as baked goo
)l dances and council as well as school-wide volunteer opportunities.

City Food Bank Fall 2017 — Current
t with preparing, serving and cleaning up two evenings each month as well as

e Sitter Certified, Spring 2018
Four years Spanish language learning, intermediate level
Experience with Microsoft Suite and macOS.

FastWeb
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Example from Indeed: Customer Service and
Sales Manager

& Job description: The customer service and sales manager is responsible for creating a welcoming
atmosphere for all customers. They will provide excellent customer service and assist customers with any
inquiries they may have. Additionally, the customer service and sales manager will keep the storefront clean
and orderly in order to maximize foot traffic and sales. Leading a team of sales associates will also be a large
part of the customer service and sales manager’s job.

& Job responsibilities: & Requirements:
& Lead a team of sales associates <& High school diploma or GED
& Provide quality customer service & Bachelor’s in management or equivalent area
& Create and coordinate sales associates’ schedules of study (highly desired, but not required)
¢ Facilitate tasks for the sales associates & 2-3 years of experience in a retail setting
& Keep the store looking clean and organized & Friendly and upbeat personality
¢ Handle cash and card transactions & Ability to work under pressure
& Do customer returns and exchanges following the & Problem-solving skills
company’s return policy
& Conflict-resolution skills






