Components of a Resume
Contact Information

Name as you want it to appear:






      
  First

  Middle

 
Last

Mailing Address:


Home Phone #: (      )____________________           Cell Phone #: (        )________________________

Email Address:

Objective
To obtain a career as a:_________________________________________________________

Education

*List most recent first

Renaissance High School


Clarkston, MI

       Class of 20____

· G.P.A.:(*only list if at least a 3.0)_______________________________________________

· Organizations/Clubs:_____________________________________________________

· Athletic Teams:__________________________________________________________

· Electives that add value to your resume:_____________________________________

______________________________________________________

_______________ High School

_____________


201   – 201_
· G.P.A.:(*only list if at least a 3.0)_______________________________________________

· Organizations/Clubs:_____________________________________________________

· Athletic Teams:__________________________________________________________

· Electives that add value to your resume:_____________________________________

_______________________________________________________________________
Work Experience

*List most recent first
Place of Employment:___________________________________________________________

City/State:____________________________________________________________________

Date of Employment:___________________________________________________________

Job Title:_____________________________________________________________________

Job Duties:____________________________________________________________________

______________________________________________________________________________

Mr. G’s



Yuma, AZ



May 2007 – Current
Cashier
· Enhanced customer service skills

· Handled money successfully on a consistent basis
Work Experience

*List most recent first
Place of Employment:___________________________________________________________

City/State:____________________________________________________________________

Date of Employment:___________________________________________________________

Job Title:_____________________________________________________________________

Job Duties:____________________________________________________________________

______________________________________________________________________________
Volunteer Experience

*List most recent first
Place of volunteering:___________________________________________________________

City/State:____________________________________________________________________

Date of volunteer work:_________________________________________________________

Job Title:_____________________________________________________________________

Job Duties:____________________________________________________________________

______________________________________________________________________________


Wetlands Park


  Yuma, AZ




April 2008
Volunteer
· Helped paint equipment & buildings

· Assisted with landscaping duties
Skills     (Interaction skills, trade skills, technical skill, office skills, , etc..)
Language:____________________________________________________________________

Computer: Microsoft Word, PowerPoint, Publisher,_________________________________

______________________________________________________________________________

Words per minute you type: (* list if 40 or more)_______________________________________________

Office Skills:__________________________________________________________________

Trade Skills:__________________________________________________________________

______________________________________________________________________________

Other:________________________________________________________________________

Awards
Athletic Awards:_______________________________________________________________

Academic Awards:_____________________________________________________________

Citizenship Awards:____________________________________________________________

Scholastic Awards:_____________________________________________________________
References:

You need to find three references for your resume.

· No Relatives

· No Friends

· No Fictional Characters

Reference #1

Full Name:____________________________________________________________________
Job Title/Relationship to you:____________________________________________________
Place of Employment: (if applicable)______________________________________________
Mailing Address:


Work Phone #: (       )____________________           Contact Phone #: (       )____________________

Email:________________________________________________________________________
Reference #2
Full Name:____________________________________________________________________

Job Title/Relationship to you:____________________________________________________

Place of Employment: (if applicable)______________________________________________

Mailing Address:


Work Phone #: (       )____________________           Contact Phone #: (       )____________________

Email:________________________________________________________________________
Reference #3
Full Name:____________________________________________________________________

Job Title/Relationship to you:____________________________________________________

Place of Employment: (if applicable)______________________________________________

Mailing Address:


Work Phone #: (       )____________________           Contact Phone #: (       )____________________

Email:________________________________________________________________________
Creating a Resume

1. Open a Microsoft Word document

2. Go to the FILE Menu and select NEW.  

a. You should have a window appear on the right side of your screen

3. Two links below the search box beneath the Templates area you will find a link entitled On My Computer….click on that
4. The templates dialogue box should appear on your screen.  Click on the tab Other Documents

5. Click on the very last option on the bottom row:  Resume Wizard

A resume wizard box should appear on your screen

1. Click the next button to continue

2. Choose one of the 3 styles it offers (Professional, Contemporary, Elegant) then click the next button

3. The wizard will then ask you what type of Resume you want to create.  You must choose either the Chronological or Functional resume.  The chronological resume focuses more on work experience; whereas the Functional resume deals more with skills and hobbies.  After making your selection click next.

4. The wizard will then ask you for your Name and Mailing address.  Put all the information in that pertains to you.  If you don’t have a fax number or email do not put down. USE YOUR INFORMATION!

5. You will then select headings for your resume.  Be sure to check the boxes that apply to you.  Everyone should have objective, education, and references checked.  You may also check work experience, volunteer experience, hobbies, awards received, interest and activities, languages, etc. if those are items you want to include on your resume.

6. After you have selected all the headings you would like to use click next.

7. The wizard will then ask you if you want to add any other headings to your resume.  Type the word Skills and click the add button

8. Where it reads “These are your resume headings”  You should have the following order 

a. Objective

b. Education

c. Work Experience (if applicable)

d. Volunteer Experience (if applicable)

e. Skills

f. Awards (if applicable)

g. Interests/Activities (if applicable)

h. Hobbies (if applicable)

i. References

Objective and Education MUST be listed first.  To move them up the list you simply select what you want to move and then click on the move up or move down button.  References MUST be listed last so make sure that it is at the bottom of your list before you click next.

9. After you order your headings click the finish button

10. Your resume should be on your page.  Save it to your student drive as Resume
Where it says to type information here that is where you start typing.

If you have questions ASK!
   Street Address		Bldg/Apt #   		City,	State	Zip Code








*If using 2 high schools use this format:    2008 – 2010








Example:





Notice verb use ( 





*Be consistent with verb endings





Example:
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