The EFE Employability Skills Manual - Section 2:  Resumés (pages 13-26)
20 points
1. What is a resume and what is its purpose (2)?




2. How long does a potential employer look at your resume on average (1)?



3. Why is relying on only a print resume not recommended? (Why would you need a scannable resumé?) (1)



4. List two of the eleven tips for résumés.(2)
5. Use ______________      __________ to describe your experiences, skills and duties. (1)


6. What is recommended in regard to listing your GPA on your resume? (1)



7. Make sure you use _____________________ or __________________ tense correctly. (2)


8. A resume template from Microsoft Word is _____________     __________________. (1)


9. Spell _____________ words completely.  Avoid _____________________. (2)

10.  List one tip for E-Resume and list one tip for Email Submission. (2)



11. What is another way to word the following sentence? (1)
“I made tacos, burritos and enchiladas.” – BE CREATIVE!
12. What is listed in the heading section of a resumé? (1)
13. In what order do you list your work experience? (1)




14. Look at the Work Experience information; what is said about an “ideal resume”?  Please give an example to support this advice. (2)
*Make sure you print your resume on high quality paper if you are mailing it.  

*Avoid mistakes.  Have at least two people proofread your work. 

*Always take extra copies of your resume to interviews.  You may be interviewed by more than one person at the same time.
