Course:
01.012  Ag Leadership and Personal Development

Unit 13:
Getting the Job: Resumes, Applications and Interviews
Lesson 1:
Writing Resumes

QCC:
38, 51, 66, 74, 75, 82, 101, 131, 149, 176, 191, 208, 228, 244,

263, 279, 302, 314, 344, 366, 381, 413, 431, 451, 469, 487
Objective: 


Prepare a resume.

Teaching Time:


6  Hours
References:

Ricketts, Cliff. Leadership Personal Development & Career Success. Delmar Publishers, Inc. Albany, NY. 

Resume Reference Texts

Sample Resumes
Materials and Equipment:
Internet access

Overhead projector

Transparencies 13.1.1 - 13.1.3

Power Point presentation 

Resume paper

Resume formats

Computer diskettes
Teaching Procedure

Introduction and Mental Set


Introduce the lesson with an example showing the need for a resume in applying for a job.  A resume is a snapshot of you as a potential employee.  If you do not have a good resume, you many not ever get to the job interview.

Discussion


1.
Discuss the purpose of a resume in searching for a job.  
Display and discuss transparency 13.1.1.
2.
Present the main items that should be included in a resume.  Display and discuss transparency 13.1.2.
3.
Discuss the procedures required in good resume writing.  
Display and discuss transparency 13.1.3.

4.
Explain how a resume may be used to better your chances in job searching.
5.
Demonstrate how to develop a good resume by showing an example of one.

6.
Divide class into groups of two students each and pass out copies of good and poor resumes. Have students identify positive and negative characteristics in each resume.
7.
Discuss the importance of students using good writing skills in resume preparation. 
8.
Student Learning Activities  

A.
Have each student research an agribusiness or farm in which they would like to be employed.  Use newspapers from media center or have students conduct job searches on the Internet if accessible.

B.
Allow students to view a sample resume from Developing Leadership and Personal Skills text on page 326of the text.
C.
If you have computers available, allow each student to type resume and save on floppy disk for future reference. Print a hard copy to start a resume file and portfolio for each student.  Students will critique resumes for spelling and grammatical errors before handing in to the teacher.

Summary
View the power point presentation on preparing cover letters and resumes.

Review with students the main objective covered in this lesson.

Ask students questions about proper techniques and procedures used in resume writing.

Ask for volunteers to share with class their resume. Have class critique each one for positive reinforcement of correct resume writing procedures.

End with a question and answer review period, so that all students will have opportunity to ask questions.

Evaluation
Grade work exercise activity on resume writing.

Assign group and individual grades on cooperative learning tasks.

Prepare an exam on resume writing concepts.

Have students prepare their own resume for a grade as well as for their future use.

13.1.1
PREPARING A RESUME
A RESUME IS A PERSONAL DATA SHEET THAT PROVIDES A WRITTEN SUMMARY OF YOUR EDUCATION, EXPERIENCE, ACTIVITIES, AND OTHER PERTINENT INFORMATION.


WHAT IS THE PURPOSE OF A RESUME?
A RESUME PROVIDES DETAILED WRITTEN INFORMATION ABOUT A PERSON THAT MAY BE ATTACHED TO A LETTER OR APPLICATION.
13.1.2
WHAT ARE THE MAIN ITEMS NEEDED ON A RESUME?
*
NAME, ADDRESS, AND TELEPHONE NUMBER  

* 
CAREER OBJECTIVE OR GOAL

*
EDUCATION AND TRAINING THAT

   

QUALIFIES YOU FOR THE JOB

*
WORK EXPERIENCE

* 
SCHOOL OR COMMUNITY ACTIVITIES

*
OTHER ITEMS OF INTEREST THAT

    

REFLECT POSITIVELY ON YOU

*
REFERENCES

13.1.3
GOOD RESUME WRITING TIPS
*
RESUME SHOULD BE ATTRACTIVE      AND REPRESENT YOU WELL

*
NEATLY TYPED OR WRITTEN

*
WORDS CORRECTLY SPELLED

*
NO GRAMMATICAL ERRORS

*
USE COMPUTER WORD PROCESSING

    

IF POSSIBLE

*
USE A TYPEFACE THAT IS EASY TO     READ

*
DO NOT INCLUDE A PHOTOGRAPH

WITH A RESUME

*
ALWAYS KEEP AN UPDATED     RESUME ON FILE AT ALL TIME
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