
©Teacher Created Resources, Inc. 49 #3615 Everyday Writing

Hire Me, I’m Nice:
Writing a Resume

Unless you happen to know a friend or relative who is hiring, getting a job is not always easy.  It takes
more to get a job than simply being a nice person.  Most companies will require you to show how
qualified you are for the job you want.  Most will want to know your educational background and
other job-related experiences that you’ve had.

Employers do not expect students to have extensive work experience, but they do want a resume that
shows you have experience as a leader and that you would be a benefit to the company if they hired
you.

Not every job requires a resume.  Many jobs only require that you fill out an application.  However, it
is a good idea to have an updated resume on file at all times so that when a job becomes available that
does require a resume, you are ready to go.  Remember these helpful hints when writing your own
resume:

❑ A resume lists a person’s qualifications for a job.

❑ It includes a person’s name, address, and telephone number.

❑ It includes a person’s educational information and previous work experience.

❑ Information on a resume should be listed in chronological order, listing the most recent
experiences first.

On a resume, do not include your work experience if it is
not relative to the job you are trying to get.  As a person
gains more education, it is no longer necessary to include
information such as middle school attended, etc.
However, if you are a student in high school and you are
trying to get a job as a counselor at a summer camp, this
type of information is relevant to your resume.

A resume should always be typed, and it should be no
longer than one page.  There is no one correct style for a
resume, but information should be neatly arranged on the
page.  Remember that you are trying to persuade someone
to hire you, so be sure and emphasize any qualifications
you might have that will help you get the job.  A student
looking for a job may want to include on his or her
resume  items such as community service or future goals.

Some companies may ask for a written reference from
your friends, family, or past employers.  A written
reference is a letter from someone that recommends you
as a good employee or worker.  Others may ask for a list
of names and phone numbers of your references so that
the employer can call and speak personally to the
references you have given.
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Hire Me, I’m Nice:
Writing a Resume (cont.)

Teacher Instruction Page
Since many students do not yet work, one way to practice resume writing is to have students pick a
career they might be interested in pursuing in the future.  With the help of the class, list several
possible career choices on the board or overhead.  Next, pass out sections of the classifieds to the
students.  Explain how the classifieds are organized.  Show students how to find jobs that have been
listed on the board.  Next, look for jobs that no one has mentioned.

After students have seen what types of jobs are available, you can assign careers in one of two ways:

1. Have students look through the classifieds and decide on a job.

2. Have students draw from a collection of classified advertisements that you have previously cut
out and gathered.

When students decide on jobs, help them determine what type of education, work experience, etc.,
they will need for the job.  Encourage students to be creative and make up whatever information they
will need for their resume.

Have students create their own resumes by studying the sample resume on page 51.  If students do not
have access to a computer, you may want to allow the resumes to be handwritten.

For an optional activity, hand out only five or six different job descriptions to the entire class.  This
way several students will apply for the same job.  Determine which students have the same jobs and
set up a date for students to interview for the position.  The teacher can act as the employer, or
another adult can be invited to the classroom to help with this activity.  Have the students interview
for the jobs and compare their resumes to determine who gets “hired” for the position.
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Hire Me, I’m Nice:
Writing a Resume (cont.)

Sample Lesson Page

Irene Wilson
2102 Beach Avenue

Cedar Hill, MI 65412

(617) 555-4789

Education

Grady High School (1995–1999)

Activities

Beta Club, President (1998–1999) 

Junior Classical League, Secretary (1997–1998)

Work Experience

Volunteer Worker (July, 1999)

Served as a candy striper at the Cedar Hill Medical Center.  Worked in the pediatric unit
each day.  Answered telephones and helped read to the children each afternoon.

Secretarial Work (July, 1998)

Worked for a home-based company.  Helped do computer work and write bills to customers.

Summer School Tutor (August, 1997)

Worked at Grady High School in the English department.  Helped students in peer
tutoring groups.  Helped teacher with paper work and did some computer work.

References

References available upon request.
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