Prepare a Resume(
Your resume( represents YOU on paper. This first impression may lead you to an interview…or to the infamous “circular file” (wastebasket). You may not get a second chance. A good resume( should immediately give prospective employers a brief summary of your accomplishments, educational background, work experience, skills, and job objective. In short, what you can do for them!!!!!

Write a resume( to be included with your letter of application. This resume( can also be used if you find yourself “pounding the pavement.” Many people find it profitable to “pound the pavement,” which means to go from business to business leaving a resume( and inquiring about possible job positions.

1. Inspect several resume( formats and choose one that best fits your needs or use the example on the following page as a guide

2. Type your resume( on 8 ½ x 11-inch white paper. Try not to exceed one page, but attempt to fill the page.

3. Use parallel construction to insure a consistent writing style.

4. Phrase concisely but avoid using abbreviations.

5. Spell correctly. Many employers will not consider persons who have resumes that include misspelled words.

6. Put your name prominently at the top in the center or upper right-hand corner. Beneath name, give full street address, city, sate, zip code, telephone number with area code, and a number where messages can be accepted.                              (Note: if you are applying for jobs out of town, leave space to type local phone number, address, and dates available.)

7. Do not include birthplace, age, health, height, weight, sex, marital status, photo, salary, or reasons for leaving job. Avoid religious and political affiliations.

8. Describe your job objective or career goal b briefly. Don’t restrict yourself to a specific job unless you are experienced.

9. Describe your educational background, giving dates of enrollment, diploma or degrees received, and names of schools attended. Include grade average (if favorable) and major course of study. If you include school grades, be sure they are related to the jobs you have in mind.                                                          (Note:  Applicants with less than one year of work experience should list education before work experience; with more than one year, put experience first. IN RESUME WRITING, ACCENTUARE THE POSITIVE, ELIMINATE THE NEGATIVE. If pertinent, mention additional or graduate courses, scholarships, summer school.)

10. List your past employment, starting with the most recent job. Carefully examine all your jobs—including extracurricular activities. CONCENTRATE ON THE SKILLS: DON’T CATEGORIZE “summer jobs.”                                                                 (Note: the list should include the name of the company, your job title, and your major duties. The starting and termination dates for each job should be listed. Most employers ask during interviews why you left previous jobs. Try to be positive in stating your reasons for leaving a former job. Do not downgrade your previous employers.)

11. List skills useful to the job. Remember, you have to prove your value to the company, especially if you have little experience. (Note: Use active verbs to indicate the specific tasks you performed, e.g., initiated, directed, and planned.)            Example: Type 50 words per minute, use cash register, etc.

12. Include the following information if it is relevant and if there is enough space: hobbies and interests, extracurricular activities, clubs, honors you have received.

13. Ask at least three persons for recommendations; ask yourself the kind of recommendation they will give you. Examples: Business references, teachers, character references (Note: avoid listing relatives unless you have actually worked for them on a salary basis. Include some method for prospective employer to acquire references.)

14. Write confidential at the top of the resume and letter to alert the reader that you don’t want your current employer to know you are looking for employment.  To (Note: Try to give a phone number where you can receive confidential calls.)

15. Have local printer retype your resume and reproduce several copies. Request white bond paper.                                                                                              

(Note: Your résumé’s physical appearance is VERY IMPORTANT. Avoid using ditto or carbon copies. Be sure to proof read the printer’s work. Always bring extra copies to interview.

