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Goals and Objectives:

• Help students prepare for the transition from high school 
to college and/or a career.

• Identify your own professional and academic experience.

• Identify your own personal achievements and abilities.

• Create a resume that can be modified for any job or 
scholarship application.



Lesson 1:  Creating a Personal Resume

• Please take out a piece of paper and a pen or pencil.  Please 
write your name, the date, class period and title at the top of 
the paper: 

“Resume Workshop”  

• Over the next few slides you will be answering questions about 
your personal, professional, and academic life.  Please do you 
best to answer the questions as thoroughly and complete as 
possible.  Questions will be answered in sections.  Underline 
each section heading.   



Critical Personal Contact Information

1. What is your full name?

2. What is your current address?  Is this where you live or are you 
moving around a lot (then possibly use parents address).  Include 
street, city, state, and zip code.

3. What is your home phone number?  Cell phone number? Include 
area code.

4. What is your Email address?  Is it appropriate?  Do you need to 
make a new Email address?

5. Optional social media accounts (Instagram, Twitter, Facebook, 
personal webpage, etc.).  It should be a socially acceptable account 
and relate to your objective. 



Objective:  What is Your End Goal?

• What is the objective of your resume?  Here are some 
possible objectives:
• Find a job.

• Obtain a scholarship or other award.

• Admission to a college or university.

• Admission to a trade, tech, or specialty school.

1. Completely write out one objective you can use for the 
purposes of this resume.  

2. If you know you are going to be using your resume for 
multiple things in the future, write out a second objective.



Education and Other School Attendance:

1. Please list all of the middle schools you have attended.  Include the 
location of the schools (city and state).

2. Please write the dates of attendance of those schools.
• Almost every school begins in August (08) and end in June (06).  

3. Please list all of the High Schools you have attended.  Include the 
location of the schools (city and state).

4. Please write the dates of attendance of those schools.

5. Please tell us your course of study at those schools.  AP or Honors 
classes?  General Education?  Specific  or special coursework?  
Please write your expected date of graduation (HS).

6. Please list any other schools you attended over the same time 
period.  What kind of school(s) were they?  Location?  Dates?



Work and Volunteer Experience:

1. Please make a list of all the places you have worked.  
• Place write the name of the place and a short description.  
• Write the dates you worked there. 
• Write a one sentence description of what you did there.

2. Please make a list of any other jobs you have worked/done/completed.  
This includes side work and other similar odd jobs.  
• What was the job?
• When and duration? (length, number of times, continue to, etc.)
• Write a one sentence description of what you did there.

3. Please make a list of any volunteer experience.  (can be individually or 
as part of a group)
• What/who did you do/work for?  
• When and duration? (length, number of times, continue to, etc.)
• Write a one sentence description of what you did there.



Extracurricular Activities:
1. Please make a list of activities you have done besides your normal routine 

school work.  
• School Clubs
• School Sports Teams
• Other Sport or Competitive Teams
• Religious Institution Activities
• Other Non-School Sponsored Groups
• Volunteer Groups (choose between “Extra Curricular”  and “Volunteer Experience”)

2. For each activity please you have listed, please write the following:
• What was the name of the activity or group in which you participated?
• When and duration? (length, number of times, continue to, etc.)
• Write a one sentence description of what you did.



Special Skills:

1. Please make a list of any special skills or hobbies you know or do 
that you can at lest perform at a proficient level.  

2. For each skill or hobby, please write a one sentence explanation or 
description of what it is or you do.

• This section can include a variety of things.  From typing and word 
processing skills, to knowledge of software programs or other 
applications, to skilled labor, coaching, craft, artistic, leadership, etc.

• List as many as you can.  We can always adjust the list later.



Personal References:
Reference (from merriam-webster.com)

• the act of referring or consulting.  

• a person who can be asked for information about another person's character, abilities, etc.

1. Please write the names of at least five adults you know who would give you 
a positive reference. 

2. If you know the information or have it handy, please write the following for 
each
• Their full formal name
• Their title or position
• Their cell or telephone number, address, and or Email address

• You will need to call/talk to your reference and ask them politely if you can use 
their name on a resume or job application.  Ask them what information is 
appropriate to share.



Conclusion of This Activity—Next Steps:

1. You have completed the first lesson in creating our 
resumes.  Please show your work to your instructor for 
credit.
• You will need to keep your work to help you write the rough and 

final draft of your resume.  Since it is a complete list of everything 
you have done in your recent life, DO NOT LOSE IT.  Keep it for your 
personal records.

2. The next steps in this activity is writing a rough draft of 
your resume.  This can be done on paper or a computer.

3. Lastly, you will revise and write a final draft of your resume.  
You will include this final draft in your Senior Portfolio.  


