 Career Management 8th grade Job Skills:  Resume
Your resume is your first impression.
The resume is the first thing that a prospective employer views about a person before an interview. 

A resume should tell who you are, what you have accomplished and what you plan on doing in the future.  Many different resume formats are available but you will need to find one that emphases your strengths, skills, training and experience. A resume contains facts about and gives  a summary of the person’s life in a well developed easy to read format. 
A resume needs to be neat in appearance, well organized, well constructed, very detailed and contain correct information. A well designed resume can lead to employment.

Resumes should always include: 
1. Contact data – name, address, phone number, email etc.

2. Job objective – immediate goal for a position

3. Education – include all degrees and certifications along with school names and addresses

4. Work experience – paid or volunteer

5. Skills – transferable skills, soft skills and employability skills

6. References – include at least three

7. In closing provide any personal information that you would like the employer to know before meeting you.

To view some sample resumes and to learn more about creating a resume, visit resume websites.
Assessment:  Create your own resume (if you need additional help check out the resources below) 
* http://jobsearch.about.com/od/sampleresumes/a/sampleresume2.htm 
* http://www.freeresumesamples.org 
* http://career.uga.edu/resumes/resume_samples
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