	Sections of a Résumé 
	Directions
See Your EFE Manual pgs. 13-26 for examples
	Points

	Heading (6)
	· Your name should stand out!  Decide if you want to include your middle name, middle initial or none.
	/2

	
	· Your complete address w/ City, ST  ZIP code.
	/1

	
	· Your complete phone (s) (Home &/or Cell) with area code 269.323.5513.
	/1

	
	· Make sure your email address is appropriate.
	/2

	Skills Summary
Profile (2)
	· It is important to share your profile; have 2-3 strong statements about you which connects to the employer’s needs. See pgs. 20-25 for examples.
	/2

	Education (7)
	· List your most recent education first.
	/1

	*You could create a new section for this after your volunteer experience section called “Technical skills”
	· List school name city and state, expected date of graduation or completion, and any specific programs of study/special training.
	/2

	
	· List related classes you have taken.
	/1

	
	· List the Employability Essentials for Success/Technical Skills that you possess.

      I.e. keyboarding (WPM), computer software
      programs, etc. * (at least 3)
	/3

	Work Experience (8)*
	· Show current or most recent job first.
	/2

	*If applicable

*Remember work such as babysitting and lawn care count as work experience! 
*Be sure to use the correct tense…processed vs. process sales utilizing a cash register


	· List employer’s name, city and state.
	/2

	
	· List job duties, responsibilities and job title.  Use verbs/action words to describe your job duties.  See the manual pgs. 15-16
	/2

	
	· Show starting and ending dates of your experience (month and year is sufficient). If still working, state “present” for ending date.
	/2

	Volunteer Experience (8)*
	· Show current or most recent volunteer experience first.
	/2

	
	· List name of organization and city, state.
	/2

	
	· List time period or number of hours volunteered.
	/2

	
	· Describe your experience using action words – explain what you did/learned
	/2

	Activities/Special

Skills/honors & awards  (4)
	· List clubs and organizations to which you belong with dates (most recent first).
	/2

	*note – choose the title that best fits the info. You want to highlight in this section
	· List special awards and certificates (w/dates).
	/2

	
	Honors student? Perfect attendance?
	

	References (2)
	· DO NOT LIST REFERENCES ON RESUME
	/2

	
	
	

	Design Layout (11)
	· Avoid negative space (white space)
	/2

	*this is the overall appearance/quality of your resume
	· No spelling/grammatical errors – avoid abbreviations (efe = education for employment)
	/5

	
	· Align text and bullet points (use 1 type bullet)
	/2

	
	· Make one page – try ½ in. margins on all sides. 
	/2


Total Points                   /40
*Please no templates; this suggests a short-cut has been taken. You can design your own format that will look original and far more professional!

*You will either get points from the work or volunteer experience section out of 8 total, whichever is highest if you have both.

*Remember to arrange dates chronologically (most recent first)
	References
	Directions
	Points

	Name:
	Remember!

· Do not list any references on your resume. 


· Get permission before you use anyone for a reference.
	

	Hour:
	· On a separate sheet of paper have your references listed so you will have them available. Type the title, References.
·  On this document, use the same heading as your resume page. See page 26 for a sample. Just copy and paste your heading from your resume over to your references page. Be sure it’s at the same vertical alignment.
	/3

	
	· Use three to five adult references with complete addresses and phone numbers (area codes) and email if available.


· Make sure these people have known you for at least a year.
	/3

	
	· List references in alphabetical order by last name.  


· Be sure to include Mr. Mrs. Ms. or Miss as appropriate.
	/2

	
	· Be sure to include the reference’s title or relationship to you i.e. teacher, manager
	/2

	
	· Do not use family members/friends (Your peers). It is acceptable to use one friend of the family that is an adult that has known you for a number of years.


· References should be someone of appropriate maturity.
	/1

	
	· Keep equal spacing between each reference entry.  Suggested spacing is at least 3 spaces in between each reference – avoid as much negative space as possible.
	/2

	
	· No spelling/grammatical errors – avoid abbreviations (efe = education for employment)
	/2

	
	· When your search is over, send a thank you to your reference and let them know your results.
	


Total Points             /15
*If applicable��*Remember experiences like bread lift, Can crusade, blood drive!





Feedback/Suggested Changes:








