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MODULE 6B:   

 

 

LIFE SKILLS SUPPORT GROUP 
 

 

 

TIME TO ACT 

STOP PROCRASTINATING 

 

 

 

DESIGN A RESUME 

 

 

GOAL: This module helps the participant design his or her own 

personal resume.  The participant will be assisted in 

designing their own unique script even if they have no 

employment history.  They will learn how to use 

creative and alternative ways to share information 

about their skills and interest. 

 

 

 

OBJECTIVES:  Participants will be able to: 

 

• be creative in describing experiences and interests 

• include coursework and certificates 

• identify skills gained during volunteer work 

• list positive personal characteristics 

• include both paid and unpaid experience 

   

 

MATERIALS: Handouts:  Writing Your First Resume, A Fresh 

Review of Your Talents, Action Verbs, Chronological 

Worksheet, Chronological Resume, Functional Resume 

Worksheet, Functional Resume, Hybrid Resume 

Worksheet, Hybrid Resume, Cover Letter 
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Module 6B 

 

 

WRITING YOUR FIRST RESUME 

JITTERS! 

 
There are those of us who would hear about a good job prospect but 

immediately get cold feet when we learn that a resume is required.  After 

all, a resume is a listing of all of our jobs, right?  Well, yes and no!  Of 

course if you have jobs and some of respectful duration, by all means 

include them in your resume.  But, what about the person who does not 

have work experience and or may have only a short amount of time on 

several jobs?  How about the person with big gaps in employment, where 

they have not worked at all?  One can certainly get cold feet, when you 

think about exposing what seems to be glaring weaknesses to a 

prospective employer.   

 

Given the anxious task of putting a resume together that displays our 

strengths and not our weaknesses can be a challenging and exciting task.  

Yes, with the proper tools and knowledge about what you want to display 

and how you want to highlight your talents and interests, you too can be 

competitive when it comes to designing your personal resume. 

 

One way to view this process is to think about your own work history in a 

different light.  Perhaps you have been a volunteer at your child’s school.  

You did not think about this activity as work because it did not pay a 

salary.  But, this experience can be emphasized to show your experience 

and talents in a creative way.  Let’s dissect all of the skills required for this 

position:  one has to be prompt, dependable, cooperative, knowledgeable 

of school rules and discipline procedures. You would also be required to 

be patient, yet able to set limits and create activities that can be engaged in 

with a particular goal in mind. You are required to work well with 

supervisors, peers and parents.  And oh yes! You should be able to relate 

well with young, energetic children.  I think you get the picture!   

 

Designing a resume may be surprisingly revealing of your life 

experiences.  When you view it from this perspective, you may be a bit 

more excited about exploring this venture. 

 

 



 

 

 

 

 
 

 



 

 

 

 

 
 

 



 

 

 

 
 

 



 

 

 

 
 

 



 

 

 

 
 

 



 

 

 

 
 



 

 

 

 
 

 



 

 

 

 
 

 



 

 

 

 
 


