n rfl HIGH SCHOOL
RESUME _AND COVER
TTER "POWERPOINT




1es ad ror

'WHO’S AWESOME?




=Mmployers scan resumes quickly,
sPendingless than 30 seconds
oxecide whether to read
further.




VARLing an attractive resume
vhich advertises your

Jualifications is your ticket to
a joblinterview.



(otraresume is a sales ad and
yOUTHiIrst introduction to
sotential employees.

2 ol
- )
:r " . C—
et 2
1 ( <
v
CCETD
. -

kesde



JON L be uo dest; this is your
()Uv)gr[,u]f” “show off” and
grabyour potential
nploy attention.



wetting Started




retend for a moment that you
aresthe person doing the hiring.
Whatsskills and abilities are the
employer looking for? What
attributes should the perfect

| candidates possess?




the resume for the
ver, not yourself.



Write a list of your skills,
abilities, and accomplishments,
Ndithen assess then for
‘elevance to this position. If it
its, mcludenit




lesume Blunders



DON'T REPEAT YOURSELF

Rrpetton i the soct of A selhwae eul




JO not focus on past
EXPErience or skills that are
1ot relevant to potential
employers.




Jonit add irrelevant personal
NnTor rrl.!!]" such as your

TOO \IL CH I\IFOR\l ATION

eah . We ddal nesd



n't list hobbies, unless
pertain specifically to
job qualifications.

Lfims

SWIMMING - e

crafting quilting painting
instrument
tennisPhotography

movnescoo*«ng
& dardening

aper




1t make a “one size fits
Haresume that is non-
Specificto the targeted job.




on’tjust state” references
llable on request”. If you
Veweferences, attach them
NOW to the resume!

References for Janet Dolan

John Killeny

Human Resources Director
Alston Industries

52 Milton Street

Alston, MA 12435

Janet Smithley

Manager

MeGregor Company
1001 Route 20, Suite 210
Arlington, CA 55112

Samantha Greening
Marketing Director
Samson Enterprises
108 Fifth Avenue
New York, NY 11111




e Good Resume




ur resume should be
dily pleasing; easy to
‘ead; plenty of white space.
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PNt on high quality white or

hite paper on a laser

printeryand use matching
presentation envelopes.




‘lence do you list?

ave had a paid job, list






error-spelling, grammar,
uation,; use consistent
format







em sentences with powerful
verbs, avoid us of

Communication

Managemant
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TESSion or from the job
description







= concise language ,
naKing every word count

The I)I(I'l.'i.(“);“\“';\RY of
CONCISE
WRITING |

SECOND EDITION

N

Robert Hartwell Fiske

—— Foreword by Richard Lederer ——
’T‘-



esume should be one page
Mguor the majority of job
seekers.




SUSTOmize your resume for



