WRITING GUIDELINES
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Your resume presents you-your skills, knowledge, and experiences ​to a prospective employer. There are two forms of resumes:

A chronological resume lists work experiences and education by date. Chronological resumes work best when you've already held a number of jobs.

A functional resume lists skills you may have acquired at home or at school; it lists your educational history (mention any special awards), plus your job history. Functional resumes are a good choice when you have little work experience.

® PREWRITING

1. Gathering Details ... Think about your immediate and long-term goals. Then list the following: (1) a job objective showing what kind of job you want; (2) your schooling, work experience, extracurricular and volunteer activities, and hobbies, including the dates; (3) responsibilities and related skills; (4) teachers, employers, and other people in the community who could act as references for you.

WRITING AND REVISING

2. Organizing the Body ...;Shape your resume into three parts: Beginning: Provide personal data and a job objective.

Middle: Choose the type of resume that will best fit your needs: chronological or functional. Depending on your choice, list your skills, achievements, education, and work experience in the appropriate way.

Ending: Either list the names and details for your references or indicate that references are available upon request.

3. Improving Your Writing ... Revise your resume. Check for the follow​ing: specific, accurate, and complete details; an organizational format that highlights your strengths; and a factual, serious tone.

EDITING AND PROOFREADING

4. Checking for Style and Accuracy ... Check your resume for strong verbs and an abbreviated sentence structure. Also check for boldface, underlining, white space, and indenting to make the resume readable. Finally, correct spelling, punctuation, and capitalization. [HOT LINK] See "Assessment Rubric," page 308, for a helpful revising

and editing guide.

5. Preparing a Final Copy ... Type or print out a neat copy of your resume. Proofread it carefully before using it.

