Activity 17.1: Resume Templates

Look at the resume templates in Microsoft Word and MassCIS.   The resume template in Microsoft Word is available by starting a new document and choosing one of the templates.  The resume template in MassCIS is available under the “My Portfolio” option.  MassCIS uses a format similar to the format in Microsoft Word, but provides screens for listing and saving resume information.  Experiment with filling in information and print out examples of the different templates.

Activity 17.2: Organizing Information

If you haven’t already done so, start an activity log where you can list activities, workshops, training, achievements and other information that could possibly be used in a skills portfolio or resume.  Choose a format for storing the information, whether pencil-and-paper or electronic.  Formats may include, for example, a system of file folders, notebooks, calendars or organizers, or computer databases.

Activity 17.3: List of Action Words  

Browse some books or websites about resume writing and gather a list of “action words” that are recommended for writing resume job descriptions.  List here, or present your list with a poster or computer presentation.

Activity 17.4: List of Resume Skills

Browse some books or websites about resume writing and gather a list of “resume skills” that are recommended for writing job descriptions.  Include a variety of skills, including general workplace skills, computer skills, language skills, or occupation-specific skills.  For example: customer service, attention to detail, fluency in Spanish, HTML, Microsoft Office.  List here, or present your list with a poster or computer presentation.
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