Resume Building

Technical Agriculture Operations: Standard 8.04- Enhance written communication by developing resumes and business letters.

Background: 

Last lesson, we learned how important it is to have communication skills when it comes to applying for jobs. Learning how to effectively communicate with potential employers is vital to obtaining a job after graduation. How you communicate with a potential employer can be the difference between being hired for a job or being looked over.

You previously practiced applying for a job via a Phone Interview, but there are many other skills necessary to apply for a job, including written communication. This can consist of emails, business letters, and resumes, which is what we will be learning today.

Instructions: 

Create a resume using your own personal information. You can use templates off of Google Docs or Microsoft Word to build your resume. Your resume should include the following information:

1. Your personal information: name, contact info, address
2. Any job experience you have: this can be summer jobs, babysitting, volunteering, camp counselling, etc.
3. Any clubs or extracurricular activities you participate in: FFA, JROTC, Criminal Justice, Sports, etc.
4. Any skills you have: look up “Resume Skills” and pick skills from the list that best represent you.
5. Any certifications you have: this can include certifications you have received from this class or other elective classes.
6. Education you have received: include only middle school and high school. If you are dual enrolled, you can also include the college you attend.

If you need help or would like to receive an example resume, message me on Remind and I can help you.

[bookmark: _GoBack]Submit your resume to Canvas so that I can provide you feedback. 
