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Student

Resume Package
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For personalized assistance, visit the Employment Resource Centre,

845 King Street, Midland, ON

Telephone 705-528-0845  Fax 705-528-0846

Or check our website at www.ymca-employment-services.ca

Developed by the Midland YMCA Employment Resource Centre

for use in conjunction with our services
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Funded by:

So you want to find a job.  By now you have figured out that finding a job begins with creating a resume.  What do you do if you do not have any previous job experience?  Hiring decisions are based on a variety of reasons.  Review this package and you can create your own ‘Employability Fact Sheet’ for yourself!

Here are SIX KEY QUESTIONS to help you identify your marketable skills, talents and personal traits that employers will be interested in.

1. What do you do at home, to help out, when you have time?

Examples:  take out trash; wash dishes, pots, pans and clean up kitchen; prepare vegetables and other food for meals, launder clothing and bedding on a routine basis, care for younger children by leading activities and outings in the absence of parents, deliver telephone messages accurately, tidied family room on a weekly basis

2.  If one of your friends at school were to BRAG about you, what would they say?
Examples:  dependable, friendly, sports-minded, team player, assertive, outgoing, private, soft-spoken, creative, knowledgeable about music

3.  What creative things have you done that you feel good about?
Examples:  planted a flower garden and cared for it, organized closets and drawers for seasonal changes, organized family photos chronologically in an album, prepared games and activities for my Girl Guide group, completed a science project about the water cycle and earned an award for it

4.  What do you know so well, or do so well, that you could teach it to others?

Examples: knitting hats, mittens and throw blankets, cook simple meals, word processing on a computer

5. Name 3 qualities of other people that you most respect or admire?

Examples:  kind, generous, good listener, athletic, skilled at math or spelling

6. Which of those qualities are also true about you?

Examples: 

It is helpful to employers if you can identify:

1.  What you want to do

Focus on people, things, information/ideas

People jobs:  customer service, cashier, waitress, retail clerk

Things jobs:  shop helper, auto detailer, merchandiser and shelf stocker, computer assembler, housekeeper

Information/idea jobs:  data entry clerk, office or file clerk, statistics recorder, performing experiments

2.  Qualities/skills/ prior accomplishments about yourself that support what you want to do

Examples: Organized, leadership, budgeting, spoken communication, mechanical interests

3.  Level of education or special training that you have

Examples: Babysitting training, Grade 11 in progress, First Aid and CPR training, High School Diploma

4. Your requirements or availability for a job

Examples:  Seeking employment while attending high school, available after school and on weekends, fully available during the summer

[image: image5.wmf]
Your information should then be compiled into a format that is:

Concise

Easy to read, and

Relevant to the employer

Here are 3 different examples:

Sam Jones

101 Galloway Street

Midland, ON  L4R 4L3

705-526-1234
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Objective:  a position performing customer service while I complete High School

Personal Qualities

· Friendly

· Outgoing

· Gets along with people

· Energetic

Key Skills and Experience

· Takes direction from others

· Quick learner

· Trustworthy and dependable

· Managed cash, collected payments from paper route

Education and Training

· Grade 1l completed, Midland Secondary School, Midland, ON

· Junior Leader Training, Scouts Canada

Other Information

Assisted as Junior Leader with Beaver Group on outings

Maintained a paper route for over one year

Future plans: planning to study Hotel Management towards a future career in Hospitality

References from teachers, paper route customers and Scouting leaders may be provided

Sally Jones

101 Galloway Street

Midland, ON  L4R 4L3

705-526-1234
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Objective:  a position performing specific tasks indoors or outdoors

Personal Profile:

Energetic, enjoy outdoors, versatile, thoroughly completes tasks


Services Provided:

Babysitting:  cared for infants to 10-year-olds by providing meals, clean-up, making bag lunches, ensured children were dressed for school, 

entertained and supervised children after school hours

2000 – 2002

Auto Care: cleaned interior and exterior of family car plus other customers’, 

vacuumed, polished windows, wiped upholstery, applied special treatment to tires

2000 - 2002

Yard Work: cut grass for five different customers, weeded garden, applied weed & feed, raked leaves, swept sidewalk and driveway

2001 – 2002


Education:

Presently completing my last year of high school

YMCA Babysitting Course completed 2001


Personal Activities

Skilled at surfing the Internet to find new information

Anything outdoors – favourites are skiing and snowboarding, swimming and camping, baseball and gymnastics

Enjoy special activities with my friends and baseball team

References are available


Tom Smith

524 King Street

Midland, ON

L4R 5K3


705-526-1234

Objective:  a position in an office

Skills and Strengths:

· Utilized MS Office software to compose letters and other office documents

· Entered invoicing information into employer data base

· Sorted customers statements and prepared for mailing

· Operated electronic postage equipment, fax, photocopier and other office machines

· Answered the telephone and relayed messaged

· Filed office documents and correspondence correctly

· Accepted utility payments and issued receipts

· Participated in staff meetings and other staff activities

· Organized

· Efficient worker

· Thoughtful of customers needs

Experience:

· Part-time Office Clerk, Public Utilities Commission, Midland, ON
2000 – present

· Student Council Member, Georgian College, Orillia, ON


2002 - present

· Secretary of Minor League Baseball Team, Midland, ON


1998 – 2001

· Counter Person, McDonalds Restaurant, Midland, ON


1997 - 1998

· Peer Tutor, St.Teresa’s High School, Midland, ON



1996

Education and Training

· Business Administration Program, Georgian College, Orillia


ongoing

One year completed

· Grade 12 Diploma, St.Teresa’s High School, Midland, ON


2001

· Desktop Publishing and Web Design, Georgian College, Midland, ON
2000

Hobbies and Activities

In my spare time, I enjoy babysitting, reading and Internet activities and volunteering at the Wye Marsh during the summers.

References are available on request

	Skill Words:
	Circle those that apply to you

	Adapted

Addressed

Adjusted

Administered

Advertised

Advised

Analysed

Assembled

Balanced

Built

Budgeted

Calculated

catered

Changed

compared

Consulted

Constructed

Contacted

Coordinated

Demonstrated

Detailed

Detected

Determined

Developed

Devised
	Drafted

Edited

Educated

Encouraged

Established

Estimated

Evaluated

Excelled

Expanded

Explained

Expressed

Fixed

Followed

Formulated

Grouped

Guided

Handled

Improved

Implemented

Indexed

Initiated

Inspected

Itemized

Judged
	Learned

Listened

Lectured

Maintained

Managed

Measured

Memorized

Merchandised

Modified

Motivated

Negotiated

Nursed

Observed

Obtained

Participated

Planned

Prepared

Processed

Recorded

Recommended

Reacted

Reflected

Related

Reorganized
	Repaired

Researched

Responded

Revised

Scanned

Scheduled

Served

Set up

Shaped

Simplified

Sketched

Sold

Strengthened

Studied

Summarized

Structured

Supervised

Supported

Targeted

Taught

Tended

Tested

Trained

Worked

Wrote

	Personal Descriptors:  Circle those that apply to you

	Accurate

Adaptable

Alert

Ambitious

Analytical

Articulate

Assertive

Attentive to detail

Business-minded

Calm

Capable

Cautious

Cheerful

Clear-thinking

Clever

Competitive

Confident

Conscientious

Cooperative
	Dedicated

Dependable

Determined

Diligent

Discreet

Eager

Easy-going

Efficient

Enterprising

Enthusiastic

Flexible

Friendly

Hard-working

Helpful

Honest

Imaginative

Independent

Industrious

Innovative
	Keen 

Knowledgeable

Logical

Loyal

Methodical

Meticulous

Modest

Motivated

Original

Outgoing

Patient

People-oriented

Perfectionist

Persevering

Personable

Pleasant

Politive

Practical

Objective
	Organized

Productive

Punctual

Realistic

Receptive

Resourceful

Responsible

Sensitive

Sharp-witted

Sincere

Sociable

Spontaneous

Teachable

Thorough

Thoughtful

Tolerant

Trusting

Trustworthy

Versatile


Your Name

Your Complete Address and phone number 

Objective

Special Skills/Activities

Personal Descriptors

Experience

Experience #2

Experience #3

Education, Training or Special Courses

Personal Activities, Accomplishments, Awards, Hobbies

References

Personal Checklist

· Name is in Bold

· Name difference size

· Address written properly and includes telephone number(s)

· Used font(s) to advantage

· Used bullets properly

· Capitalized first word of each line

· Information is well organized and easy to read

· Listed three or more skills

· Portrays self in positive light

· Grammar and spelling are PERFECT

· Saved on diskette or hard drive

· Indicates to employer what benefits he/she offers

· Persons have been contacted to provide reference information and permission has been obtained

· Resume indicates references are available OR are included on resume (ask an employment specialist why you should make a separate list for references)

Please review other Student Reference Packages


Student Cover Letters


Student Interview Tips


Student Job Search Guide


Student Volunteer Opportunities

Good luck, but if you need any special assistance, please ASK US!
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