	Project: Employment Resume 

	Introduction:

	For potential employers, your resume is their first impression of you, so you should plan on using your resume as a key component of your job search strategy. A good resume will help sell you by organizing and presenting your goals, education, experience, activities, and honors and by presenting a professional and polished image. Your resume therefore, must represent you at your best. The saying “your resume will not get you a job, just an interview” often holds true. Unfortunately, an imperfect resume, can keep you from getting an interview. The utmost care must be taken in all aspects of your resume. When crafting this resume, you must consider ALL its current and potential future uses.

Define your personal goals for this course. This class is uniquely designed so that you can choose the work you do to fit your personal needs. The effort you put into thinking about what will help you personally, will allow you to get the most out of this class and to avoid busy work.  Review the project descriptions to look at the course as a whole and determine what projects will be the most useful and logical for you to work on for this course.

 

	Instructions:

	Turn in your project via an e-mail attachment and take a paper copy of the project to your next class.  Plan to submit all of your projects in future weeks the same way.

Complete your Professional Employer Style Resume. Read the Resume Writing Guide on the Career Center website for instructions on completing and submitting your resume. You must follow these instructions carefully.  See the sections on the career Center web site for more specific instructions.  
1. Write your resume, completing ALL sections of the career center resume examples. 

2. Write a career objective or skills summary statement. If you are planning to use the career center and other web sites as part of your job search strategy, we encourage you to include a career objective on your resume. This allows you to include information that might otherwise be in a cover letter: your specific job interest, your skills summary statement and your short-term career goals.  Your cover letter will not accompany your resume as career center staff referred it to potential employers.  This is just a recommendation for resumes that will be referred by others so that we will have a good idea of exactly what you are seeking once they see your resume.  This is just a recommendation not a requirement.. 

Make your career objective clear and concise. Think about what skills you have to offer and how you want to describe yourself. Be specific. Rather than “good communicator” for example, think about what kind of communication you excel at:  public speaking? persuasive communication? relationship building?  

Consider what the employer is seeking and write from that perspective rather than what you are seeking.  Employer's are looking for people who match their needs.  Write your statement so that it is true but yet addresses those needs.

3. Be thorough and descriptive when writing all other sections. Use class the lecture and the textbook to help you. It is vital that your resume be well organized, articulate, and completely free of typographical, spelling, and grammatical errors.

4. Incorporate the suggestions from the lecture “The Employer Resume” into your resume design.

5. Plan on discussing your resume in detail with your career center staff.  Most likely, you will have revisions later.  Once these have been made you will need to upload your resume on the career center website.  

6. Your polished Employer Style Resume should be uploaded to the Career Center web site as soon as possible.
Because the employer resume is typically viewed on the web, it may be slightly longer than one page. For the purpose of this resume and this project, it is more important to include all pertinent details than to eliminate or omit parts; but, understand that the finished project will be only approximately one page.  It is impossible to be as accurate and displaying resumes on a web site as you are enforcing it to one-page in a MS Word document.


	Requirements

	The first project in your last project are required to pass this course. You may choose from the list of additional projects to earn your desired grade.  Your Career Portfolio must be the last project you turn in.  Your Career Portfolio project must be completed successfully in order to pass the class.


	Turn In:

	Your resume MUST also be uploaded into website and submitted to your instructor according to the due date that the instructor will assign.


