Internet Activity
Topic:

Resume Writing


NBEA Standard:

Career Development V:  School-to-Career Transition


Develop strategies to make an effective transition from school to career


Career Development File and Employment Portfolio


Level 3



Prepare paper and electronic resumes and cover letters

Communication I:  Foundations of Communication


Communicate in a cler, courteous, concise, and correct manner on personal and professional levels


Informational Reading B


Level 1



Read and follow simple directions


Level 3

Research information using the Internet and select appropriate materials for reports and presentations


Written Communication C


Level 2



Use acceptable standards for grammar, mechanics, and word usage

Write coherent business messages, instructions, descriptions, summaries, and reports using appropriate formats

Proofread documents to ensure correct grammar, spelling, and punctuation

Use note-taking skills incorporating critical listening and reading techniques

Subject:
Computerized Keyboarding/Document Formatting, Technical/Business Communications, Career Planning & Success Skills, Business Tech Lab, Marketing

Time Line:
4 - 5 hours (2 hours on-line, 2-3 hours resume preparation)

Level: 

Advanced 

Project Purpose:
Access on-line resources for acceptable resume formats.  Study the information accessed.  Compare/contrast the electronic resume and the traditional resume.  Upon completion of the on-line research, key two types of resumes.

Procedures:
1. Access the following web sites to gather information on preparing a traditional and an electronic resume:

· A Career Resume Guide by Finkelstein   http://digiscape.com/career/jobhome.htm
· JobTrak http://www.jobtrak.com/jobsearch_docs/
· Career Center by Kaplan http://www.kaplan.com/career/

· Resumix, Inc.  http://www.resumix.com/resume/resume_tips.html
· Student Career Center http://studentcenter.com/who/interjob/interjob.htm
Note:  If you cannot hit the site using the direct address because the URL has changed, utilize a search engine to access the company name or title.

2. 
At Finkelstein’s digiscape site, read the sections titled “About this Career and Resume Guide” and “Resume Writing.”

3.
Continue your on-line search.  Be sure to select, read, and take notes on “10 Questions,” “Resume Elements,” “Resume Tips,”  “Sample Resume—Don’t,” and “Sample Resume—Do” on the Kaplan web site.

2. From the Resumix site, read and take notes from the sections “Preparing the Ideal Scannable Resume” and “The Electronic Resume.”  With instructor permission, you may also print the information from this web site to be included in your class notebook.

3. Upon completion of your on-line research, review your notes, and prepare two resumes— one traditional resume and one electronic (or scannable) resume.

4. Compose/key a brief business memo comparing/contrasting the traditional and electronic resume.  

5. Carefully proofread your work.  Have a class/team member proofread your work, as well.  Your resumes should be professional, with correct grammar, punctuation, and spelling.  After proofreading your work, submit both resumes and the memo of your findings. 

Submitted by:
Dianne Aderiye, Pike H. S.




Marceil Royer, Elkhart Memorial H. S.



Evaluation Checklist


Resume Writing
Name







Date Started




Date Finished




Point Value


Points Earned


	Performance Indicators
	Yes
√
	No
√
	Comments

	Task 1—Accessing Information
	
	

	

	Searched at least four career helps web sites
	
	
	

	Recorded notes on information gathered
	
	
	

	Task 2—Resume Writing
	
	
	

	Included heading:  name, address, and phone number
	
	
	

	Utilized easily readable fonts
	
	
	

	Included all parts of the resume:

· Objective or goal

· Experience, employment or work history, skills

· Education

· Service organizations, honors, strengths, or extracurricular activities

· References
	
	
	

	Created an error-free document
	
	
	

	Task 3—Memo
	
	
	

	Utilized correct format
	
	
	

	Included research accessed for web sites, i.e.:

· How to get more hits

· Avoid the “fancy stuff”

· Each phone number on a separate line
	
	
	

	Completed project within designated time frame
	
	
	



