ASSIGNMENT 3.4b RESUMÉ HEADER 

NEATNESS COUNTS!
What Is a Resumé Header? 

The resumé header may seem like the no-brainer part of your resumé. But how it looks and what it says 
about you can make a difference in whether you have a chance at getting that desired interview, job or position. 
In certain career fields, having a website (facebook?) that displays your skills may also be essential. This should 
also be included in the header if applicable.
Don't just type your personal information at the top of a resumé and expect it to be taken seriously. It should look as much like a professionally typeset document as you can make it look. Do not use "script" fonts, that look like handwriting, or fonts that are very heavy or difficult to read because of scrolls or curlicues. The fonts used should be clean and simple. Some examples of clean, easy-to-read fonts include Arial, Times New Roman, Century Gothic and Tahoma. Look online for resumé templates and samples to give you some ideas.
Your header goes at the top of both sides of a one-page resumé, as well as your cover letter.
Contact information
Personal Information in a resumé should be limited to the essential contact details. 
An employer cannot ask personal details such as:
· age
· gender
· religion
· race
· marital status
· political affiliation
The personal information required on your resumé header is as follows:
(for this assignment you may use fictional information):
Full Name _________________________________________________________________
Present Address _______________________________________ Apt./Unit Number ____
City/Province _________________________________________ Postal Code _________
Website: ____________________ email _________________ home phone __________ cell _________
[Do not list a nonprofessional email address. If your email is currently "wildandcrazyguy@hotmail.com," take the time to create an email account that presents of a professional version of your name (for example, your TDSB email).]

You should NEVER include personal information such as:

1.___________________________________________________________________________

2.___________________________________________________________________________

3.___________________________________________________________________________

4.___________________________________________________________________________


5.___________________________________________________________________________

6.___________________________________________________________________________

Design your Header and your Resumé according to the interview, job or position that you are applying for. Be flexible and creative but always professional!
Header example 1.                                                          Header example 2.:
Robert Chow________________________________________________________
Tel: 416-555-5551 Cell:416-555-5551
490 Hadden Road
email: rchow@newscan.ca                     Toronto, ON M3P 7X2
__________________________________________________________________________

Assignment 3.4a: Create three different layouts for a RESUMÉ HEADER:
	KNOWLEDGE (8)
	THINKING (8)
	APPLICATION (8)
	COMMUNICATION (8)

	accurate information
	attention-grabbing
	NEAT presentation
	easy to see information 


A.  A resumé header for a counsellor job at a summer camp.
	KNOWLEDGE (8)
	THINKING (8)
	APPLICATION (8)
	COMMUNICATION (8)

	accurate information
	attention-grabbing
	NEAT presentation
	easy to see information 


B. A resumé header for part time job at Wendy’s restaurant.
	KNOWLEDGE (9)
	THINKING (9)
	APPLICATION (9)
	COMMUNICATION (9)

	accurate information
	attention-grabbing
	NEAT presentation
	easy to see information 


C. A resumé header for a part time job at North York Central Library.
Robert Chow


490 Hadden Road


Toronto, On M3P 7X2


Tel: 416-555-5551


email: rchow@newscan.ca








