
Resume Writing
With Mr. Zelinka

Did you know according to 

business2community.com in an 

August 2014 article by Martin 

Buckland:

• The average time recruiters 

spend looking at a resume is 5-

7 seconds.

• 88% rejection rate when a 

resume includes a photo.

• 68% of employers WILL find you 

on Facebook.

Also, here is what your class has 

to say on Resume Writing…

ASCA Mindsets and Behaviors:

1. MS4 – Understanding that post-secondary education 

and life-long learning are necessary for long-term 

career success.

2. BS.SS.1- Use effective oral and written 

communication skills and listening skills.

3. BS.LS.5 – Apply media and technology skills

My Goals for you:

1. Verbalize the six main parts of a resume.

2.  List at least two instances where an effective 

resume could be useful. 

3. Begin drafting a resume of your own. 



Did You Know…

 There were 255 10th grade students who 
were polled at Solanco High School and 
were asked various questions about their 
beliefs on resumes.

 14.1% report that they have a current 
resume.

 About 95% of students feel that a resume is 
important or very important when applying 
for a job. 

 About 97% of students feel that a resume is 
important or very important for a job 
interview specifically.

 About 75% of students believe they are 
likely or very likely to edit a current resume 
within the next year.

How likely are you to create a 

resume or edit a current 

resume within the next year?



Can you think of anywhere an 

effective resume could be 

useful?

 A document that provides a summary of skills, abilities, and 

accomplishments.

Raise your hand if 

you have a 

resume.What is a resume?

Goal #2. 

List at least two 

instances where an 

effective resume 

could be useful. 



Main Components of a Student Resume

 Objective / Summary Statement.

 Volunteer and Extracurricular Experience (work experience).

 Education.

 Skills.

 Honors/Awards.

 References.

Goal #1. Verbalize 

the six main parts 

of a resume.



Main Components of a Student Resume

Goal #1. Verbalize 

the six main parts 

of a resume.

• People need Contact Information to reach 

you!

• Employers want to know what you want out of 

a job.

• Employers need to know where you’ve worked 

before, right?

• Interviewers want to know what skills, 

education, and experiences you have!

 Objective / Summary Statement.

 Volunteer and Extracurricular Experience (work experience).

 Education.

 Skills.

 Honors/Awards.

 References.



Let’s Get Busy!

Look under your teacher’s 

Moodle page for the sample 

document that you can use 

to begin drafting your own 

resume.

We will go through 

the document 

together. When 

it’s open, give me 

a thumbs up!

• Contact 

Information

• 12pt Font, 

Times New 

Roman.

• One Full Page

• Colors



Part 1 – Objective or Summary 

Statement

 “Objective – “

 This portion of the resume is no more than one phrase. In this phrase, you 

write the type of position you are looking for in a company. This can include 

long-term or short-term job goals.

 A professional example may look like this:

 Objective – to obtain a position as an apprentice where I can further my skills to 

become a Master Carpenter. 

Take a moment to think about your summary statement. If you 

can think of what your future job goal would be, you can type 

that now. 
Goal #3. 

Begin drafting a 

resume of your own.

Quick Tip:

Objective 

Statements can 

change with each 

job you apply to. Be 

specific.



Part 2 – Volunteer and Extracurricular 

Experience

 These kinds of activities show qualities that future employers will value. 
Applicants can easily say they are hard-working and reliable, but this 
section can fill in the blanks. 

 Other activities could include being a student athlete, member of the 
honor society, or a social club in which you are involved.

 Any activity where you can show you are a leader belongs in this section.

Stop and Think!

 Do you feel like you have nothing to put in this section? 

 Try to think of at least one or two activities to put in here that show Leadership. If 

you are really struggling, it’s not too late to get involved with something at 

school. Think about it for next year!



Part 2- Volunteer and Extracurricular 

Experience

Take a moment to think about your volunteer/extracurricular 

activities. Try to keep the same format on the sample resume as 

you write your own experiences. 

 Notice the following example:

 What important information do you see through the lens of an employer?

 The name of the activity is bolded.

 The time frame of the activity is presented.

 The roll in the activity is presented.

 What was accomplished in that time is available. 

Goal #3. 

Begin drafting a 

resume of your own.



Check in on my Objectives!

 The two components of the resume that we have reviewed so far are 

________________ and ________________.

 An effective resume can be useful:

 Job Application.

 Job Interview.

 College Application.

 CTC Application

Goal #1. Verbalize 

the six main parts 

of a resume.

Goal #2. 

List at least two 

instances where an 

effective resume 

could be useful. 



Back to the Resume: 

Part 3 - Education

 As you continue to learn, the educational part of your resume will also 

grow. 

 You are in high school, so it’s appropriate to list the high school you attend, 

and what types of classes you may have. 

 The example has a current GPA. If you are proud of your GPA, display it. If 

you’re not, omit it. If you don’t know it, ask your counselor!

Goal #1. Verbalize 

the six main parts 

of a resume.

Take a few moments to list your education 

information. If you don’t know your GPA, leave it 

blank for now.
Goal #3. 

Begin drafting a 

resume of your own.



Part 4 – Skills and Testing

 Employers want to know what kind of skills you have that set you apart from 

everyone else.

 Are you a leader? Do you speak any languages? Have you completed 

certain classes that would help you with a position you are applying to? Do 

you have technical or computer experience?

 Also think about SOFT Skills: teamwork and collaboration, adaptability, 

problem-solving, critical observation, conflict resolution, interpersonal skills, 

research skills, and/or  strong work-ethic skills.

 The example has some thoughts to get your brain thinking. Take a few 

minutes to come up with a list of your own.

Goal #1. Verbalize 

the six main parts 

of a resume.



Quick Check-in to see how I’m doing:

 The four parts of a resume we 

have reviewed together include:

1. Objective

2. Volunteer and Extracurricular 

Experience

3. Education Level

4. Skills and Training

Goal #1. Verbalize 

the six main parts 

of a resume.

Goal #2. 

List at least two 

instances where an 

effective resume 

could be useful. 

1. Job Interviews

2. Job Applications

3. CTC Application

4. College Application

Checkin: Can we add 

anymore to this list?

Goal #3. 

Begin drafting a 

resume of your own.

Can I get a “heck yea” if we 

are working on Goal 3?



Part 5 – Honors and Awards

 This part is simple!

 List any time you have received an award or recognition. 

 Even if you think it is something simple, list it!

 Don’t worry about being humble!

Part 6 – References
 Aim to list three references. 

 Use correct titles like Mr./Mrs., Dr., Rev., or Fr. 

 List the title of that person and his/her phone number.

 Be sure to tell the people you list under the Reference section that you plan 

to use them.



Let’s try to do this in order!

1. Objective

2. Volunteer and Extracurricular Experiences

3. Education Level

4. Skills and Testing

5. Honors and Awards

6. References

Goal #1. Verbalize 

the six main parts 

of a resume.

Goal #2. 

List at least two 

instances where an 

effective resume 

could be useful. 

1. Job Interviews

2. Job Applications

3. CTC Application

4. College Application

Checkin: Can we add 

anymore to this list?



 We have spent some time reviewing each individual section of a resume.

 You spent some time editing each individual section as well. 

 Take a few minutes now to reflect and build out your own portion of the 

resume. 

 I will be around to help monitor and answer questions along the way. 

Goal #3. 

Begin drafting a 

resume of your own.



Resume Writing With Mr. Zelinka

I Need a Sign!

1. What are the six main parts of a 

resume?

2. Can we list at least two 

instances where an effective 

resume would be useful?

3. Do you feel confident in being 

able to continue drafting your own 

resume?

Follow up with your counselor if you have 

any additional questions! We are happy 

to set up an appointment to help.

A-Fa: Mrs. McTaggart

Fi-L: Mr. Zelinka

M-Sa: Mrs. Shoemaker

Sc-Z: Mrs. Capoferri. 

A good follow-up activity would be to take your resume draft, and set up an 

appointment with your counselor. Don’t forget to bring your questions!


