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Objective

	Students will be able to:

	· Explain the components of an effective resume

	· Use computer skills to begin to construct an effective resume using MS Word


Materials
Backup materials if smart board is down
	· Computers w/ MS Word
	· Action Verb Worksheet

	· Sample resumes
	· Tasks list

	· Student information sheets 
	· 


Anticipatory Set

	Think, Pair Share

“You never get a second chance to make a first impression”

What does that quote mean to you? To what situations do you think it may apply in your own life?

 (2 minutes)


CDOS Standards addressed 

	Standard 1: Career Development - Students will be knowledgeable about the world of work, explore career options, and relate

personal skills, aptitudes, and abilities to future career decisions.

	Standard 2 – Integrated learning – MST Standard 5: Students will apply technological knowledge and skills to design, products and systems to satisfy human needs.

	Standard 3a- Universal Foundation Skills - Students will enhance certain basic skills including reading, writing, thinking, and interpersonal skills.


LITERACY Standards Addressed

Reading - understanding Informational Text

Listening – Applying information heard
Speaking – Communicating ideas

Strategies

	· Discuss Quote - Elicit job or college application (3minutes) 

· Ask students for situations where they have made a decision about someone based on a first impression?  How long did you take to make that decision?
	Auditory

	· Speculate how long a potential employer takes to make a first impression
	

	
	

	· Identify items necessary to start a job search or apply to college?  What is it that is being used to make that first impression
	

	· Brainstorm a categories that you might find on a resume
· To elicit responses What would you want to know before hiring someone or accepting them into your school
	Visual / Auditory

	· Break into groups of three – (Two students are employees one is an employer)
· Evaluate two resumes based on first impressions.  To employers - which one would you call for an interview? Why?  To employees - Do you think that resume you’ve submitted would get you the interview?
	

	· Compile a list of key characteristics of a good resume based on the resumes evaluated
	

	· Using existing knowledge, insert a table in Microsoft Word – 2 Columns & 10 rows
	

	· Enter the categories that we determined earlier
	

	· Resize the left column on the table to the widest word in the resume
	

	· Enter data from worksheets 
	

	· Ask students how to move between cells
	


Board Plan 
	Categories to include on a resume
	Key Resume characteristics

	Name & Contact information
	Pleasing to the eye

	Objective
	Be Concise

	Education
	Action Oriented

	(Work) Experience
	Accentuate the positive

	Awards,  Hobbies, Achievements
	Absolutely NO Mistakes

	Skills
	Customize for the specific job, college program


Assessment 
Students will be graded on the appearance of their resumes based on characteristics of a good resume

Extension of the Lesson
Students will complete the remainder of their resume

Students will evaluate the appearance of each others resumes based on criteria discussed in class
