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	 Résumés & Correspondence
Slides 1 & 2: Introduction/Roadmap

	
	

	PM: 3 - 4
	Table of Contents & Workshop Overview

	
	

	Learning Objectives
	In this workshop, participants will: 

· Learn how to create a cover letter. 
· Learn about different types of résumés.
· Prepare a résumé worksheet. 

	
	

	Facilitator
Instructions
	1. Put up the Job Hunter Résumés and Correspondence PowerPoint so that participants can see it as they enter the room. 
2. Welcome participants to the workshop and distribute a participant workbook and nametag (optional) to each person as they come in. 
3. Start the session by introducing yourself and telling participants a little about yourself including the experience you have that will help you bring insight and knowledge to the course (E.g., I worked as an employment specialist for ESD for X years and was a job seeker that used the Job Hunter workshops to develop my own résumé!) 
4. Have participants introduce themselves, and share one thing they hope to get out of the workshop today. 
5. Let participants know where they can find the restrooms, discuss emergency exit procedures, office protocol and job log contact credit. 
6. Point out course ground rules and review each point. These should be prepared beforehand. You can create your own ground rules or use the Sample Ground Rules below. This step can be skipped if you feel ground rules aren’t necessary. 

Sample Ground Rule Examples:
· Each person can participate to the degree to which they feel comfortable. Allow everyone a chance to participate. 
· There is no right or wrong answer.
· Be respectful and listen to others. 
· Limit sidebar conversations.
7. Introduce the course materials and objectives.
8. Discuss with participants how course evaluations will be handled. Tell participants that you will collect evaluations at the end of class. 
(It’s highly recommended that you hand out evaluations at the beginning of the workshop and encourage participants to fill out the evaluation throughout the workshop.)
9. Get started using the mini-lecture below.


	
Mini-Lecture     

	
Welcome to Résumés and Correspondence. Whether you're actively searching for a job or casually browsing, your résumé is the key to connecting you with potential employers. Statistics show that the average employer only spends a 10-20 seconds looking at a résumé, so it is imperative that your résumé stand out from the pile of several hundred résumés on the recruiter or hiring manager’s desk. 
You might be asking “How do I make my resume stand out?” With all the different résumé styles, types and information out there, learning how to create a résumé that stands out from the rest can feel daunting.  
We can help! In today’s workshop, you’ll learn what you need to do to prepare an effective cover letter and résumé that entices the reader to pick it up, read it and stimulate their interest in meeting and learning more about you!
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	  Résumés & Correspondence
                           Slide 3 - 5: The cover letter

	
	

	PM 5 - 9
	Section one: The cover letter

	
Key Concepts

	
· A cover letter is your introduction and is your opportunity to deliver a personalized message to an employer. 
· Always send a cover letter when you mail or email your résumé. 
· The main purpose of a cover letter is to entice the employer to read your résumé and to demonstrate your written communication skills.
· Cover letters should be pleasing to the eye, short and direct. 

	
Facilitator Instructions
	
1. Introduce this section using slide 3 and the mini-lecture below. 
2. Display slide 4 and review the standard cover letter outline on page 5 in the participant workbook with the class. 
3. Display slide 5 and review the cover letter guidelines on page 6 of the participant manual with the class.
4. Divide the class into three groups. Assign each group one of the cover letter examples on pages 7-9 in the workbook. Instruct the group to read the letter and review it to see if the writer incorporated all the cover letter guidelines on page 6 in the workbook. Instruct each group to pick a spokesperson to share with the class how the writer incorporated the cover letter guidelines in their cover letter example. 

	
Mini-Lecture           
	
When 3000 hiring managers were surveyed and asked “How important is a cover letter when you’re receiving résumés?” Eighty-six percent said “not very important.” So why bother sending a cover letter with your résumé? 
Unless the employer specifically requests a cover letter, some recruiters feel résumés with a well-written summary of qualifications specific to the position are adequate. But remember, your job is not to be adequate; your job is to stand out from the crowd!  
A targeted cover letter allows you to precisely match your qualifications to the job requirements to a degree that is difficult to do with a résumé alone. It also shows an employer that as an employee, you are willing to do more than just what is required of you. 
Let’s take a look at how to create cover letters that grab the reader’s attention and entice them to want to read your résumé.
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	Résumés & Correspondence
Slide 6 - 11: The résumé 

	
	

	PM: 10 - 17
	Section two: The résumé 

	
Overview


	
This section covers: 

· Steps to preparing a résumé
· Traits of an effective résumé
· The different types of résumés and how to choose the right format for your job history and situation

	
Facilitator Instructions



	
1. Introduce this section by displaying slide 6 and ask the class “What is a résumé? What is the purpose of a résumé? Write participant responses on a piece of flip chart paper. Discuss with the class using the mini-lecture below. 
2. Display slide 7 and review the “Steps for preparing a résumé” and Effective résumés sections on pages 10 and 11 in the participant workbook with the class. 
3. Ask the class “How many different types of résumé formats do you think there are?” Display slide 8 and briefly review the three format types listed on the slide. Have the class read pages 11-14 and the résumé examples on pages 15-17.
4. Display slide 9 and ask for a volunteer to share:
· Who is the chronological résumé format best for?
· What situations doesn’t it work well for?
· What are 2 or 3 general rules to follow for this format? 

5. Display slide 10 and ask another volunteer do the same thing for the functional résumé format. 
6. Display slide 11 and ask another volunteer do the same thing for the combination résumé format.
7. Wrap up this section by sharing the link below to “Résumé Format – Choosing the Right One” or a resource of your own to provide participants with an online `tutorial and résumé examples. 
http://www.gcflearnfree.org/jobsearch/résuméwriting/2



	
Mini-Lecture     

	
A résumé is a short, concise document that summarizes relevant information regarding your education, skills, experiences, accomplishments, and job-related interests.  
Your résumé is a self-marketing tool. The purpose of a résumé is to introduce you to potential employers, promote what it is you have to offer and entice them into wanting to know more.  If your résumé does what it’s supposed to do, you’ll be called for an interview. If you’re not getting interviews then the problem is likely your résumé.  
Let’s take at the steps needed to create an effective résumé that will do an excellent sales job and get you that interview! 
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	Résumés & Correspondence
Slides 12-15: Résumé construction

	
	

	PM:  18 - 20 
	Section three: Résumé construction

	
Key Concepts
	
  
· Your résumé is the first “meeting” between you and a prospective employer. 
· Résumés tell employers a great deal about you. Your résumé should pique an employer’s interest and convince them that you are the one they want on their team. 
· If properly done, your résumé is the ticket to your next interview. If not, it could cost you a great opportunity! 


	
Facilitator
Instructions
	
1. Introduce this section using slide 12. Ask participants “What kind of information do you need to create a résumé?”
2. Display slide 13. Review the “Name and contact information”, “Objective statement” and “Résumé section headings” pieces with the class on pages 18 and 19 in the participant workbook.
3. Display slide 14. Review the “Summary of qualifications” and “Work history or experience” sections with the class on pages 19 and 20 in the participant workbook. 
4. Display slide 15. Review the “Education” and “References” sections with the class on page 20 in the participant workbook. 
 
5. Wrap up this section by telling participants that the link below can provide additional tips for constructing a résumé. If you have other resources or videos, these can be used instead.  
Résumé Tips and Strategies
http://www.gcflearnfree.org/jobsearch/résuméwriting/3
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	Résumés & Correspondence
Slides 16-23: Layout and appearance

	
	

	PM: 21 - 28
	Section four: Layout and appearance

	
Key Concepts

	
· How your résumé looks to a potential employer says a lot about you. 
· Recruiters spend just 10 - 20 seconds reviewing a résumé before deciding whether to contact an applicant for an interview. Make sure your résumé easy to read. Don’t make the recruiter dig for information. They won’t!
· Your résumé should emphasize your accomplishments and use action words to make your résumé compelling. Your résumé should convince the hiring manager that you are the one they want on their team. 


	
Facilitator
Instructions

	
1. Introduce this section using slide 16 and the mini-lecture below. 
2. Display slide 17 and review the Résumé do’s on page 21 and 22 in the participant manual. 
3. Ask the class, “What are some résumé don’ts you’ve heard?” Write down their responses on a piece of flipchart paper. Display slide 18 and review the Résumé don’ts on page 22 in the participant manual with the class. Check off the participant responses on the flipchart that match one of the don’ts on page 22 in the workbook.  
4. Display slide 19 and ask “What are power or action words and how should you use them?” Introduce this section by telling the participants power/action words are used to write a compelling résumé that will get selected by the hiring manager and the software they use to screen applications. Share the Power/action words list on page 23 in the participant workbook with the class. 
5. Introduce the electronic résumé section using slide 20. Ask participants, “What are some of the issues you’ve experienced when submitting your résumé electronically?” Have the class read page 24 in the participant workbook. Wrap up the electronic résumé section by sharing the “advantages of an electronic résumé” on page 25 of the participant workbook. 
6. Tell participants that now they will have an opportunity to create a résumé. Use the attached activity sheet instructions to have participants complete one of the three résumé worksheets in the workbook on pages 26-28.  Debrief using the suggested activity sheet discussion questions. 

	
Mini-Lecture
	
When it comes to résumés, you only get one shot to make a good first impression. Remember, on average, employers scan your résumé for approximately 10-20 seconds. It is critical that you organize your information so the important points are emphasized and easily distinguishable. Your résumé should also be neat, clean, organized, and easy to read. Your résumé lay out and appearance tells the employer a lot about the quality of your work you do too.   

Let’s look at what you need to know to write a résumé that gets you noticed!
































	Activity Name: 
	Résumé Worksheet

	
	

	
Activity Goals:
	
· Participants will practice constructing a résumé 
· Participants will be able to use power/action words to create compelling résumés that get noticed and win interviews!

	
Time:
	
10-15 Minutes

	
Materials Needed:
	
· Copies of the three résumé worksheets on pages 26-28 in the participant manual
· Blank sheet of paper for each participant
· Pens/pencils for participants 

	
Facilitator
Instructions:

	
1. Introduce the résumé worksheet activity using slide 21. Explain to participants that they will now have an opportunity to create a résumé.
2. Display slides 22 and 23. Have participants select the résumé type (slides 21-23) that best fits their work history situation and pass out the appropriate worksheet and a blank sheet of paper to each participant. Begin this activity by asking participants to jot down a few words that characterize them on the blank sheet of paper. Ask them to think about how they would “sell” themselves to someone who knew nothing about them. How would they describe their abilities, interests, skills, awards and persistence? Allow a few responses from those who would like to share. 
3. Instruct participants to complete as much of the résumé worksheet as possible. If they took the Skills and Abilities workshop, remind them that they can use their skills worksheets to complete the activity. Participants can also refer to the Power/action words list on page 23 of the participant workbook.
4. Debrief the activity using the suggested discussion questions below.

	
Discussion Questions:
	· What four questions should you ask yourself before creating a résumé?
Answer: 
· What would make someone the perfect candidate for this job?
· What special abilities would this person have?
· What would set a truly exceptional candidate apart from a merely good one?
· What does the employer really want?
· What was the most difficult category of the worksheet to complete? Where can you find the information you need to complete that section?
· How can you make writing your next résumé easier?
Answer: 
Keep your résumé up-to-date. Even if you are currently employed, add new skills to your résumé. If you work on a special project or volunteered, add that as well. You may not remember some important additions if you have to write a résumé under pressure.
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		 Résumés & Correspondence
Slide 24: Thank you for participating

	
	

	
	

	
Overview

	
· Wrap up
· Collect evaluations
· Share additional resources
                                                                                  

	
Facilitator
Instructions
	
1. Use this slide to wrap up the workshop.
2. Answer questions not addressed during the workshop.
3. Review the list of expectations created at the beginning of the class to ensure participant’s needs were met. 
4. Collect evaluations if handed out at the beginning of class.
5. Hand out or direct class to schedule of other workshops offered.  
6. Thank class for their participation and let them know WorkSource is always here for them. 
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