WRITING YOUR RESUME

WHAT IS A RESUME?
A resume is a concise summary of your skills and experience that will help you in the job you're
applying for. It should give potential employers a good first impression so that they will want to give
you an interview.

1) BEFORE YOU WRITE

e Spend some time brainstorming, and write down your:
o experience (paid job, volunteer position, other informal experience)
o skills
o education
o achievements
o anything else that would be impressive to an employer
e Put a star beside the items that are most relevant to the position you are applying for.
o “Relevant” means: appropriate to the topic being discussed, or “on-topic.”
o Relevant (“on-topic”) themes for your StreetLeader application are:
= Most relevant: working with kids, leadership, teamwork, work ethic, dependability
= Also relevant: communication skills, problem solving skills, organization, punctuality,
food preparation, cleaning, general attitude, quick learner
=  You may also include any education, skills, or experience in specific subjects that you
would like to teach the children about (i.e., sports, dance, music, crafts).

2) WRITE YOUR FIRST DRAFT

FIRST: Name and Contact Information
e Your full name (no nicknames!), e.g., “ Janice K. Singh”
o Your name must stand out visually. Use a larger font size and bold print.
e Your contact information:
o complete mailing address (with postal code)
o phone number (make sure it will be answered in a professional way)
o e-mail address (formal, not silly) (you need to actually check this e-mail address regularly)

SECOND: Objective
Write one simple sentence to tell the potential employer what sort of work you are hoping to do.
e Be specific. It must be relevant to the job you're applying for.
e Don't sound too self-serving. Make sure there's something in it for the employer!
e Start your objective with “To...”
o E.g., “To contribute skills and experience to your organization in a role."



THIRD: Other headings, such as...

Skills:
e Describe yourself in terms of relevant abilities, attitude, work ethic and general experience without
going into detail (save that for later). E.g., "Excellent team player who thrives in teamwork situations"
e Include skills such as:
o responsibility, dependability, punctuality, work ethic, attitude, quick learner

o leadership and teamwork skills
o customer service, communication, or relationship skills
o specific computer skills or administration skills
o languages you are fluent in
Experience:

e For each entry, the first line should include the following:
o Your job title
o Name of organization
o Location (City, Province)
o Dates of employment
e Then, describe your work experience in a few bullet points, with emphasis on specific skills and
achievements.
e You may choose to have separate headings for “Paid Work Experience” and "Volunteer Experience."

Education:
e  For each entry, the first line should include the following:
o Name of school/institution
o Location (City, Province)
o Dates of enrolment
o Then, describe your education in a few bullet points, such as:
o the grade you are currently enrolled in
o any special programs, honours, achievements or relevant courses
= Don't list all the classes on your high school schedule.
e You can also include other relevant classes you have taken outside of school, such as:
o first aid courses, lifeguard training
o food safe
o babysitting courses
o language courses (e.g., Chinese school)
e Don'tinclude anything from before high school, unless it was very impressive and very recent.

Other information:
e You may also want to add:
o special accomplishments, awards, or honours that you have achieved
o participation in sports
o participation in clubs or other extra-curricular activities

References:
e If you wish, you may include a note at the end of your resume saying "References available upon
request,"” but this is not necessary.



* % % This is the most important page in the whole booklet! * % %

3) REVIEW, EDIT & PROOFREAD: Use this checklist!

Remember Most employers will not read your resume, they will only scan it.
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o Mistakes stand out like a sore thumb, and leave a bad impression.
o Make your resume concise, easy to understand, and impressive at a glance!

Language

[0 NO SPELLING MISTAKES, EVER.
o ALWAYS use your computer’s spell check function.
o ALWAYS get at least one or two people to proofread it (other than yourself).
o Also check for grammar mistakes.

O Use point form and concise phrases. Don’t use full sentences and paragraphs.

O Use lots of action words, especially as the first word of a bullet point.
o There’s a list of good action words on page 6!

O Don’t use abbreviations. Don’t use informal language such as "okay, like, c u 18r."

Content
O Your resume should fit comfortably onto one page.
o Only include the best of your skills and experience! Don't water it down with irrelevant
“filler”.
o When you are an adult and have many years of relevant work experience, it can
sometimes be acceptable to have a two-page resume.
O Putitems in order of relevance.
o Put the most impressive headings first (after Objective).
o Under each heading, always list your most recent experience first, and oldest experience

last.
Formatting
O Your resume must be typed. Handwriting is not acceptable.
O Use bullets, indents, clear headings, and lots of white space to make it easy to skim/read.
O Use asingle, non-decorative font (such as Arial, Times, etc.) between 10 and 12 point size.
O Make your headings stand out with bold, slightly larger font size, or indentation.
O Avoid graphics, underlines, and shading.

Paper
O Your resume must be CLEAN, UNFOLDED and UNCRUMPLED.
O Use good quality, white or off-white, standard letter sized paper (8%4"x11").
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WRITING YOUR COVER LETTER

WHAT IS A COVER LETTER?

A cover letter is written by you to your potential employer. It is an introduction, a sales pitch, and a
proposal for further action all in one.

1) BEFORE YOU WRITE

Complete your resume before starting your cover letter. Then, use the content of your resume as
starting material for your cover letter.

2) WRITE YOUR FIRST DRAFT

The Date & Greeting
At the beginning of the letter, write the date, e.g., “April 22, 2008”. For the greeting, use the name of
the person who will be reviewing your resume if at all possible. For example, your StreetLeader
application should begin with “Dear Ms. Diedre Sportack”.

The Opening (short — 2 sentences)
Tell the employer who you are, why you’re writing, and how you heard about the job opening. A brief
phrase with a few simple, relevant facts about yourself will suffice. Mention the specific job you are
applying for. Be sure to tell them how you heard about the organization or the job.

The Sales Pitch (long — a full paragraph)
Get right to the point: list the reasons why the reader should consider you for employment. Begin
with a statement that identifies your qualifications and then go into more detail. Be sure to talk about
some of the best items on your resume!

The Flattery (short — 1 or 2 sentences)
Comment on something positive about the employer and let them know why you want to work there.
Be sure to not be overly flattering because that will sound insincere.

The Request for Further Action (short — 1 or 2 sentences)
Suggest how the employer could proceed now that they know a little more about you. Be polite and
confident, but avoid sounding bossy. Usually you should suggest that you will follow up with a call or
email to see if a meeting can be arranged. (For the StreetLeader program, every applicant will get an
interview, so this is not necessary.)

The Signature
Finish up by closing with “Sincerely,” your signature in black or blue pen, and your typed name (in that
order).

3) REVIEW, EDIT & PROOFREAD
Use the same checklist as you did for your resume (page 3).
o One important difference: While point form and bullets are acceptable on a resume, a cover
letter must be written in full, proper sentences and paragraphs.




GETTING REFERENCE LETTERS

What is a Reference Letter?

A reference letter is written by an adult who knows you and who can recommend you as a good
employee to the potential employer.

Who to ask:

e Ask an adult who has seen you "in action" using skills and gaining experience that is relevant to the job
you are applying for.
o BEST: your boss at a paid job, or your supervisor from a volunteer position
=  You can ask UrbanPromise staff, they are the most relevant reference for a
StreetLeader position! But don’t ask Diedre, because she’s the one doing the hiring.

o ALSO GOOD: a parent you babysit for, a sports coach, a teacher (especially in a relevant
subject), a counselor, a family friend, a pastor, a neighbour

o NOT ACCEPTABLE: anyone who is related to you, anyone under the age of 18, anyone who
might have negative things to say about you!

When to ask:

e Itis polite to ask your reference to write the letter two weeks before you need to have it.
e One week is the shortest amount of time that is acceptable.

COMPLETING YOUR STREETLEADER APPLICATION

When filling out the application form:
e Always use black or dark blue pen.
e Print neatly and legibly.
e Do not leave any blanks! Write “none” or “N/A” if you have nothing to put in a given space.

Your completed application should be held together in some way.
e paper clip, report cover, folder, envelope, etc.
e Do not staple it!

Everything should be clean, tidy, unfolded and uncrumpled!

FINAL REMINDER: DON’T LIE!

The truth will come out. If you say you love being in front of people, and you really don’t, what will
you do when you are told to lead opening program at camp? Be honest and fair with yourself when
you talk about your skills — don’t undermine or exaggerate your skills.



THE BONUS INFO PAGEYYY

Online resources:

There is TONS of information on the internet about job applications! Search for “teen” or “high
school” resumes and cover letters. For example, this website has worksheets and sample
http://www.damngood.com/workbooks/highschool.pdf

resumes...check it out!

The Top 10 Qualities Employers Seek

Honesty/integrity

Strong work ethic

Motivation/initiative
Analytical skills
Organizational skills
10 Computer skills

©oONDUAWN R

Bonus Tip: Use action words, they sound exciting and impressive!

If you’ve started something:

Created Designed
Founded Generated
Instituted Introduced

If you’ve led something:

Administered Allotted
Chaired Coached
Delegated Directed
Evaluated Facilitated
Instructed Managed
Planned Prepared
Resolved Reviewed
Solved Trained

If you’ve done something:

Achieved Acted
Attained Balanced
Compiled Completed
Counseled Decreased
Drafted Edited
Expedited Finalized
Increased Integrated
Maximized Negotiated
Produced Promoted
Reduced Reorganized
Simplified Specified

Communication skills (verbal and written)
Teamwork skills (works well with others)

Interpersonal skills (relates well to others)
Flexibility/adaptability (deals well with new or unexpected situations)

Developed
Implemented
Launched

Approved
Conducted
Enabled
Guided
Monitored
Prioritized
Scheduled
Supervised

Advised
Calculated
Composed
Demonstrated
Engineered
Forecasted
Interpreted
Obtained
Provided
Revamped
Stimulated

Miscellaneous Verbs, Nouns, Adjectives, and Adverbs:

Actively Collaborated

Participated Proficient
Structure Successfully

Contributed
Project

Devised
Initiated
Originated

Assessed
Controlled
Enlisted
Headed
Motivated
Recruited
Screened
Surveyed

Allocated
Clarified
Consolidated
Diagnosed
Enhanced
Identified
Investigated
Performed
Quantified
Revised
Streamlined

Independently
Significantly

Established
Proposed
Organized

Assigned
Coordinated
Ensured
Inspected
Orchestrated
Researched
Selected
Taught

Analyzed
Classified
Converted
Documented
Expanded
Improved
Maintained
Presented
Reconciled
Revitalized
Strengthened

Marketed
Strategy



