Sarah Jones’ Resume
Directions: Read the passage below. Highlight the information Sarah should include on her resume. Circle the names of people Sarah could use as references for a job interview.  

Sarah Jones is seventeen years and three months old. She was born outside Tipoff, Georgia. Her family moved to Overby, Georgia when she was four. She is completing her education in Overby. She is a senior this year at Blue High School and will be graduating with honors in May. Her primary course of study was nursing. Her nursing teacher is Susan Thomas. Mrs. Thomas’ email address is sthomas@overby.edu. Mrs. Thomas thinks Sarah is a very promising student. 

Sarah has a good understanding of basic nursing and enjoys working with people. She has been in DECA for three years and is currently the chapter president. Sarah is very friendly and always has a smile on her face. Before she was president she served as treasurer of DECA her 10th and 11th grade years. She has also been in FCCLA since her freshman year. Sarah started running for the cross country team this year. She won the award of most improved runner. She is 5’6 and weighs 140 pounds.

She has worked at the local clinic with Dr. George Golden for over a year and a half. She helps with patients, records, and also at the front desk helping customers. The clinic is located on 496 Vista Rd. in Overby. Sarah’s work number at the clinic is 555-555-4891. She also had a job babysitting for the past two years. Sarah really didn’t like this job. She hopes to get a job as a nursing assistant at the hospital. She has been dating a boy named Michael Smith for about six months. He is a handsome blonde and his father is the school principal, Mr. Donald Smith. Michael’s address is I04 Main Street, Overby, GA 30124. His phone number is 555-555-1212.

Sarah started a college fund at the local bank with her birthday money when she was four years old. She now has over $2000 simply by depositing some of her payroll check each week. Sarah had to take some of the money out for a speeding ticket she got when she was 16. The officer at the Overby Bank that she uses is Mary Staples. The bank is located on West Bend in Overby. Mary Staples also runs the local charity that benefits abused and homeless animals called PAWS. Sarah, in her spare time, helps raise money for the PAWS charity by walking dogs. PAWS is located right across the street from the animal clinic at 493 Vista Rd. Mary Staples’ cell phone number is 555-555-2765. Sarah is hoping to get a dog as pet from PAWS as soon as she graduates. 

Explain why you will be a valuable, contributing employee for a company. 

________________________________________________________________________ ________________________________________________________________________ ________________________________________________________________________ ________________________________________________________________________ ________________________________________________________________________ ________________________________________________________________________ ________________________________________________________________________ ________________________________________________________________________ ________________________________________________________________________ ________________________________________________________________________ ________________________________________________________________________ 


Resume Do’s:


Use a professional-sounding e-mail address and voicemail


Use an objective statement that is specific, clarifying, and effective


List the official name of your degree or curriculum track


Start all sentences with strong action verbs


Use uniform formatting


Keep it short, down to one page


Say, “References are available upon request”


Use short, bulleted statements instead of complete sentences


Proofread and edit several times


Use numbers when they are appropriate to clearly describe accomplishments, such as “led a team of five sales representatives”








Resume Don’ts:


Use a template — create your own format instead


Let it exceed one page in length


Leave out anything relevant


List jobs or experiences that are not relevant to what you're applying for


Include marital status, gender or ethnicity


Include your GPA if it is below 3.0


Send in a photograph of yourself


List personal references


Include your salaries from previous employment


Use vague terms such as “large” or “many”


Refer to yourself in the first or third person


List your work phone or e-mail, as it implies you are job searching on your employer’s time











