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Lesson Summary
The first impression a job applicant makes on an employer is 
usually conveyed through a resumé, as employers often select 
applicants to interview by evaluating their resumés.

The resumé outlines an individual’s background and 
qualifications, and should be carefully prepared and 
perfectly written. An effective resumé will utilize action 
verbs, focus on specific skills, and effectively illustrate how 
a job applicant will be an asset to a company. Personal 
information about age, sex, religion, and race should not be 
included and employers should not ask questions about these 
topics. Equal Opportunity Employers may not discriminate 
using this information. Formatting a resumé is equally 
important, as the amount of white space used makes an 
inviting resumé. Boldface type, bullets, and other features 
should be used minimally. 

Teaching Tip
Before starting this activity, discuss with students the 
standard parts and content of the resumé. Review with 
students the standard resumé formats and content. You may 
want to show examples of effective high school students’ 
resumés to use as models. 

Sample Teacher Resumés. The resumé on the right goes into more 
relevant detail than the resumé on the left.
http://www.questiaschool.com/read/108208226

QuickView
Topic: Writing — Writing Skills

Grade Levels: 9–12

Lexile Range: 1110–1180

Focus Question: How do you create 
a resumé that best describes 
your accomplishments, skills, and 
experience?

Curriculum Objectives: Language Arts 
students will understand how to write 
an effective resumé.

Key Terms
accomplishments, concise, Equal 
Opportunity Employer, objective, 
references, prospective, resumé

Assessment
Quick Check
Students will complete listing, 
multiple choice, and short-answer 
activities about resumé writing.

OR
Extended Learning Opportunity
Students will complete the major 
parts of a resumé.

Approximate Time Frame
Quick Check 
1 (50-minute) class period

Extended Learning Opportunity  
1 hour, plus homework

Job Search Basics — Create a Resumé
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Lesson Activities
A resumé is a way to market oneself. It tells 
prospective employers whether an applicant is suited 
for an available position. Have students read “21 
Ways to Improve Your Resumé” and “Use Your 
Resumé to Grab Reader’s Attention and Show 
Results” to help them understand what constitutes 
an effective resumé. Then have students work 
individually to answer questions about resumé 
writing or complete parts of a resumé. 

Quick Check
Have students write their answers on the Quick 
Check Student Handout. They may compare their 
answers with a partner or with the class. 

Possible Answers:
1.	 Acceptable answers include: Use clear terms 
and action verbs. Be concise. Emphasize specific 
skills, results, and accomplishments. Use descriptive 
language. Proofread for errors. Eliminate personal 
information. Keep it short; a single page if possible. 

2.	 B—Personal information, such as a physical 
description, hobbies, or religious affiliation, should 
be omitted from a professional resumé, unless they 
contribute significantly to your qualification for the 
job.

3.	 Possible responses: 

a.	Proficient in Microsoft Word, Excel, and 
PowerPoint. 

b.	Tutored younger students in math and science.

c.	Improved filing system for school office.

4.	 Today’s market is competitive; there are many 
qualified people applying for the same job. Usually 
resumés will only get a glance, so their resumé 
should “stand out” from other resumés visually and 
in content.

Extended Learning 
Opportunity (Differentiated Learning)
This activity will allow students to think about what 
kind of skills, education, and training they possess 
to include in a resumé. Remind students to use 
action words and write concise phrases. You may 
want to brainstorm a list of action verbs students 
can include in their resumé and write a list on the 
board. Encourage students to think of volunteer 
work performed or jobs such as babysitting or 
mowing yards — any experience that could be 
included. At their age, employers want to see a 
motivated individual, despite an absence of work 
experience. 

Assessment Criteria:
Student resumés will vary. Have students follow 
guidelines and suggestions from the Questia sources 
to help them create effective resumé parts. 

Examples: 

•	 Education: Currently a Junior at Coronado High 
School: 3.51 GPA 

•	 Specialized Courses: Honors classes in English 
and Biology. Keyboarding skills (software 
learned: word processing, spreadsheet, and 
presentation)

•	 Experience: Babysitting younger siblings, weeding 
parents’ lawn, weekend job helping neighbor 
paint house

•	 Special Skills: Fluent Spanish speaker, skilled at 
Internet research, mechanically inclined

•	 Honors and Activities: In top ten percent of 
student body, three consecutive semesters on 
Honor Roll, First Chair cello player in school 
orchestra

•	 Answers will vary, but students should have an 
indication of which bulleted items would be most 
helpful in securing a job

continued on next page
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Extended Learning 
Opportunity (continued)

Teaching Tip
Many students will not have work experience. Have 
them focus on volunteer work or work experience 
in the school, such as working in the office or as a 
library aide. Special skills, such as speaking a foreign 
language, should also be included.
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Materials and Resources
Questia Resources: 
Student Resources
•“21 Ways to Improve Your Resumé” by Robin 

Ryan, Journal of Accountancy, Vol. 180, 1995. 
(Lexile: 1180)  
http://www.questiaschool.com/read/5000375777

•“Use Your Resumé to Grab Reader’s Attention 
and Show Results” by Steve Atlas, The 
Washington Times, April 21, 1997.  
(Lexile: 1110) 
http://www.questiaschool.com/read/5001564692

Teacher Resources: Research Topic Page
•	 “School to Work Transition”  

http://www.questiaschool.com/library/education/
curriculum-and-instruction/school-to-work.jsp

Traditional Materials:
Handouts: Quick Check Student Handout, 
Extended Learning Opportunity Student Handout

Technology Resources:
Laptop or desktop computers with Internet access 
and subscription to QuestiaSM, The 21st Century 
Library

Additional Links (to be provided by teacher):

Teaching Tip
You must be logged on to Questia in order to access 
these links. Logging on to Questia will enable you 
to access the entire text of the resource.

National Standards Driving 
This Project
National Council of Teachers of English:  
http://www.ncte.org/about/over/standards/110846.htm

•	 Standard 3: Students apply a wide range of 
strategies to comprehend, interpret, evaluate, 
and appreciate texts. They draw on their prior 
experience, their interactions with other readers 
and writers, their knowledge of word meaning 
and of other texts, their word identification 
strategies, and their understanding of textual 
features (e.g., sound-letter correspondence, 
sentence structure, context, graphics).

•	 Standard 5: Students employ a wide range of 
strategies as they write and use different writing 
process elements appropriately to communicate 
with different audiences for a variety of purposes.

National Educational Technology Standards for 
students:  
http://cnets.iste.org/currstands/cstands-netss.html

•	 Standard 1: Basic operations and concepts 

•	 Standard 2: Social, ethical, and human issues 

•	 Standard 3: Technology productivity tools 

•	 Standard 4: Technology communications tools 

•	 Standard 5: Technology research tools 

•	 Standard 6: Technology problem-solving and 
decision-making tools
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Quick Check 
Effective Resumé

Directions: Using information from the articles you researched in the Questia library, 
complete the following exercises.

1.	 List at least five ways you can improve your resumé to make it stand out.

•

•

•

•

•

2.	 Which of the following should not be included on a resumé?

A.	 Personal information

B.	 Special skills

C.	 Career objective

D.	 Related coursework or education

3.	 The following phrases use vague terms or passive verbs. Rewrite them to make them 
more precise. 

a.	 Familiar with all kinds of computer software.

b.	 Helped kids at a community center.

c.	 Spent time arranging files for school office.

4.	 Explain why a good resumé is essential in today’s job market. 
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Extended Learning Opportunity 
Preparing Parts for a Resumé

Directions: Using guidelines and suggestions from the articles you researched in the 
Questia library, create each part of your resumé. 

Education:

Specialized Courses:

Experience:

Special Skills:

Honors and Activities:

What areas do you need to focus on in order to present a complete picture to a  
prospective employer?
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