WRITING A RESUME – WHAT ARE YOUR SKILLS?

(From Service Canada’s on line publication “Helping Youth Find a Job” www.servicecanada.gc.ca)
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Do you have what it takes to be hired for the kind of job you want? Would you hire you? Think about how your skills, abilities, experiences, personal values and attitudes translate into skills you can market to possible employers.


Check off the descriptions in the left column that describe you. Use the corresponding descriptions in column on the right in your resume and the cover letter.


	√  If you:
	√  Tell an employer:

	
	

	Are good at talking on the phone...
	I communicate well. I am sociable and enjoy working

	
	with people.

	Are a natural at telling jokes and
	I am self-assured and relate well to people. I enjoy

	stories...
	speaking in public.

	Enjoy numbers and solving math
	I have great math skills. I am precise and analytical.

	problems...
	

	Make or sew whatever you like, and
	I have excellent manual dexterity, fine motor skills,

	friends  and relatives compliment your
	and an eye for detail.

	work...
	

	Are up on music and know every song
	I learn quickly and have a good memory.

	on the charts...
	

	Keep your promises and do what you
	I am reliable and take commitment seriously.

	say you will do...
	

	Practice every day at your favorite sport
	I am persistent, determined, motivated and goal-

	to be on the school team...
	oriented.

	Always keep your room neat and never
	I am orderly. I have strong organizational skills.

	lose anything...
	

	Care about people and are patient...
	I am caring, sensitive and people-oriented.

	
	

	Can think of ten different ways of doing
	I am creative and have the ability to solve problems,

	everything...
	come up with innovative solutions.

	Were the first one on your block to
	I am flexible and adapt easily to new situations. I am

	skateboard, rollerblade, spike your hair...
	comfortable with change.

	Love to shop, and find the best sales
	I am resourceful and have great budgeting skills.

	wherever you go...
	

	Like leading group/school projects and
	I work well as a team member and can take a

	playing team sports...
	leadership role.

	Are cool in tough situations when other
	I am a good negotiator. I handle stress well and

	people around you aren't...
	enjoy dealing with difficult situations.
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RESUME AND COVER LETTER INFORMATION


This information will provide you with tips on how to put together a resume and a cover letter. A good resume and cover letter takes a lot of time and revision. They both must be easy to read, nice to look at and free from error. Both the resume and cover letter should highlight your strengths; you need to “sell yourself” to your perspective employer. Try and make your resume only one page in length. If necessary, add a second page for references.


Resume Guidelines

Follow the example on page 46. In addition, your resume should reflect you so there is no right and wrong way to organize your resume; however, there are some ways that are better than others. When writing your resume do the following:

Make your resume reflect your own personality. Make it fun – use custom bullets – Don’t use a wizard! Make it you! For example, if you are applying for a job at a hair salon, use pictures of scissors as bullets.

Basic Information:  Give your name, full address, telephone number and e-mail

Job Objective: Your work purpose – it must be specific

Skill Summary: What you are good at doing – give details and examples (5 reasons why they should hire you) Use the “Skills you should tell an employer” from page 44 here.

Experience: All the volunteer, paid and unpaid part time and full time work that you have done including babysitting, paper routes, shovelling driveways etc. EVERYTHING is good!

Education: State your highest level of education and your academic and work ethic standing.

Interests: List what you like to do and enjoy doing to give the employer a better idea of who you are.

Certificates: St John Ambulance Standard First Aid, Superhost Certificate, Food Safe, Class IV Driver’s License and any others.

References: Give the full name, position, telephone number, cell number, work number, email. Preferably no parents and only if you have actually worked for them. Do not write “available on request”.

Cover Letter Guidelines

Follow the directions on page 47. Your cover letter should physically look like the example without the border and title. Read all of the details on page 47 to learn what you should include in your cover letter. Also include the “skills” you identified on page 44.
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Skill Summary

	First Name, Last Name
	250-555-3333

	
	

	
	Street where you live, City, Province, Country

	
	e-mail




Work Experience

	Job Title / position –  where and place
	Start/End date

	
	
	
	
	

	Description of duties above and beyond what is expected.
	

	Childcare Giver – Smith Family - Kelowna, BC
	Start/End date

	
	
	
	

	Cared for three children at one time, one of them severely physically
	

	handicapped, for the duration of the summer.
	

	Candy Striper – David Lloyd Jones Home, Kelowna, BC
	Start/End date

	
	
	

	Worked with the elderly.  Played the piano for the choir.  Spearheaded the
	

	reading project.
	


Volunteer Experience

Similar to work experience section

Education

Currently enrolled in grade 12 at ______________ School, Kelowna BC Completed grade 10 & 11 with honours standing

Accomplishments and Certificates

Super Host Fundamentals Certificate – date Work Ethic List of Distinction – year(s)

Food safe

First aid

3  References

	Name, Name
	Name, Name
	Name, Name

	Position, title
	Position, title
	Position, title

	City, Province
	City, Province
	City, Province

	Home:
	Home:
	Home:

	Work:
	Work:
	Work:

	Cell:
	Cell:
	              Cell:

	Email:
	Email:
	Email:


JOB SEARCH VOCABULARY – RESUME and Cover letter
Use the words that describe you best in your resume and cover letter!

Sample list of Skills (things that you can do)

	Planning
	Motivating
	Supervising
	Explaining

	Leading
	Writing
	Coordinating
	Innovating

	Communicating
	Creating
	Analyzing
	Decision making

	Persuading
	Attending to details
	Selling
	Bookkeeping

	Coaching
	Budgeting
	Instructing
	Tracing details

	Teaching
	Managing time
	Finding solutions
	Increasing profit

	Solving problems
	Increasing productivity
	Keeping records
	Stimulating sales

	Resolving conflicts
	Stimulating growth
	Mediating
	


Personal Qualifications (words used to describe yourself)

	Reliable
	Professional
	Talented
	Analytic

	Well organized
	Dependable
	Able
	Skilled

	Self motivated
	Quick learner
	Efficient
	Adept

	Imaginative
	Self starter
	Exceptional
	Competent

	Smart
	Bright
	Devoted
	Proficient

	Thorough
	Intelligent
	Aggressive
	Congenial

	Persuasive
	Conscientious
	Genial
	Energetic

	Friendly
	Diplomatic
	Truthful
	Assertive

	Loyal
	Outgoing
	Patient
	Gregarious

	Practical
	Persistent
	Poised
	Composed

	Active
	Problem solver
	Astute
	Even tempered

	Trustworthy
	Calm
	Perceptive
	Rational

	Dedicated
	Inquisitive
	Curious
	Discerning

	Methodical
	Giving
	Sensible
	Thoughtful

	Creative
	Productive
	Precise
	Flexible

	Clever
	Original
	Insightful
	Caring

	Systematic
	Businesslike
	Versatile
	Responsible

	
	
	
	Organized


Action Words (words used to say what you have accomplished)

	Developed
	Managed
	Dispatched
	Presented

	Controlled
	Negotiated
	Budgeted
	Identified

	Performed
	Trained
	Appraised
	Examined

	Designed
	Provided
	Lectured
	Engineered

	Operated
	Coordinated
	Interviewed
	Packaged

	Monitored
	Authored
	Logged
	Collected

	Generated
	Recommended
	Patented
	Saved

	Revised
	Analyzed
	Edited
	Coached

	Supervised
	Reviewed
	Vended
	Counselled

	Enhanced
	Compiled
	Rescued
	Estimated

	Wrote
	Produced
	Accomplished
	Screened

	Debugged
	Adapted
	Reorganized
	Audited

	Conceived
	Planned
	Improved
	Tested

	Executed
	Modified
	Invented
	Elicited

	Assisted
	Determined
	Contacted
	Advertised

	Corresponded
	Augmented
	Programmed
	Fired

	Documented
	Purchased
	Prepared
	Posted

	Initiated
	Proposed
	Taught
	Steered

	Advised
	Evaluated
	Discovered
	Transcribed

	Implemented
	Streamlined
	Constructed
	Completed

	Maintained
	Persuaded
	Repaired
	Delivered

	Explained
	Promoted
	Inspected
	Restored

	Suggested
	Simplified
	Cultivated
	Founded

	Adjusted
	Arranged
	Manufactured
	Expanded

	Created
	Recognized
	Lobbied
	Reduced

	Instructed
	Placed
	Hired
	Served

	Built
	Investigated
	Catalogued
	Won

	Reported
	Researched
	Inventoried
	Instituted

	Organized
	Assembled
	Translated
	Made

	Acquired
	Installed
	Displayed
	Approved
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