ASSIGNMENT 3.4a: What is a Resumé?                         NEATNESS COUNTS!

Due Date: ____________      Name: __________________

Your resumé should illustrate how well your education, skills, and experiences qualify you for the position for which you are applying. Fill in the information below on resumés. These handouts should be completed to assist you in composing your resumé before formatting it on the computer. These 
sheets must be included in your Careers portfolio.
KNOWLEDGE (25)
What is a resumé?
Today, every person should have a current resumé. As a result of the competition for jobs, an employer often receives many applications for one position. The resumé is a way for employers to sort through applications in order to decide who gets an interview.
THINKING (25)

Why is it a good idea to have a resumé, even if one is not required for a specific job? (5)
WORDS FOR YOUR RESUMÉ
Consider the following words when preparing your resumé. These "action" words describe your responsibilities in a positive way. They will provide information to the potential interviewer. 
· APPLICATION:        (25) Select ten of these words and provide a short definition for each word.
· COMMUNICATION: (25) Besides each word, give evidence of this skill from your school, life,   

                                         and work experiences.
Accomplished    

Designed


Implemented     
 

Participated

Achieved                                     Developed            

Improved                          
Processed


Analyzed                                     Directed                   

Initiated                           
Produced

Built                 


Encouraged
 

Investigated

 
Repaired


Communicated                 
Engineered              

Maintained                      
Researched


Coordinated                            
Established              

Managed
                
Supervised

Created                                  
Expanded               

Organized                       
Trained
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