Handout 1: Preparing to Write the Resume

Directions: Read the passage below on the life and times of Sarah Jones. Select information that should and should not be included in Sarah’s Resume. Strike out any information in the facts below that should not be used in the resume. Your teacher may instruct you to use the remaining information to develop a properly formatted resume for Sarah.  
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. 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. She will be graduating with honors this year from Blue High School. 
Sarah has a good understanding of basic nursing and enjoys working with people. She has been in the HOSA 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 HOSA 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 from PAWS as soon as she graduates. 
Handout 2: 
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career objective:
Pursuit of a position in teaching Agriculture Education.

education:
University of Georgia

Athens, Georgia – Majoring in Agricultural Education with a minor in Horticulture


Faraway High School, May 2010


Faraway, Georgia - Graduated with a College and Technical Preparatory Program Diploma

experience:
Sales person and Nursery worker, Ewing Garden Center – Faraway, Georgia



August 2008 to July 2010


•
Assisted customers with sales of plants and garden accessories.


•
Performed general plant maintenance of nursery and greenhouse plants.


Greenhouse Worker, University of Georgia - Athens, Georgia
August 2010 to Present


•
Maintains threatened and endangered plant species in the greenhouse.


•
Collects and prepares native plant seeds for sowing.

activities:
•
UGA Horticulture Club – 2010-present


•
UGA Collegiate FFA – 2010-present


•
Faraway County Chapter FFA, President, 2009-2010

honors &
awards
•
Dean’s List University of Georgia – Spring 2011; Fall 2011; Spring 2012; 


•
2nd Place State FFA Interview Competition, 2010


•
Governor’s Honor Program in AgriScience and Biotechnology, 2009

References:
Dr. John Tree, Associate Professor of Horticulture


The University of Georgia


1107 M Plant Science


Athens, GA  30602


706-555-2222


jtree@uga.edu


Ms. Brittany Green, Greenhouse Manager

The University of Georgia 


1107 M Plant Science


Athens, GA 30602


bgreen@uga.edu




   Ben Ewing, Owner of Ewing Garden Center




   3112 Main St




   Faraway, GA



                  555-8976
Handout 3
Cover Letter for Resume

When sending a potential employer a copy of your resume, you should always attach a cover letter. This letter explains to the employer your job interest and your purpose in sending the resume. It is important to remember that you would send the letter and resume after you have determined that there is a vacancy.

Directions:
Use the information below to write a sample cover letter.

Position:
Floral Assistant

Place:
Two Petal Pushers 

4840 Scenic Way


Stonehill, GA 38123


Rubric for Performance Task-Cover Letter/Resume:  
	Criteria
	Excellent

5
	Very Good

4
	Good

3
	Fair

2
	Poor

1

	Used the correct format
	
	
	
	
	

	Included relevant information
	
	
	
	
	

	No grammatical or spelling errors
	
	
	
	
	

	Neat, professional appearance 
	
	
	
	
	


					Your street address


					Your town, state, zip code


					Telephone number


					Email





Date





Manager/Personnel Director (including Mr./Mrs./Ms.)


Name of company


Company address


Town, State, Zip code





Greeting:





Paragraph 1 - state the purpose of the letter and request the employer’s consideration.








Paragraph 2 - contain a brief summary of your personal data and work experience.








Paragraph 3 - explain your interest in the company and in arranging an interview.








					Sincerely,


					Your signature


					Your name














