Scripts for flash presentations

Chapter 12: Parts of a Resume

The Objective is the first part of the resume. This is where you list the type of job you are looking for. This should closely match the job you are applying for.

In the Qualifications section you list your skills and accomplishments. These should closely match the tasks and activities of the job you are applying for.

In the Work Experience section you list the name and address of each place you have worked. You also include short statements about what you did on the job. These statements should always begin with action verbs. 
In the Education section you list your high school or GED, your college and any training programs you have completed.

You have just completed Parts of a Resume. To return to the course, click on Close.

Chapter 12: Elaine Changes Her Objective

Elaine has experience doing bookkeeping. She would like to find a job that lets her use these skills. Currently, Elaine’s objective is “To secure a bookkeeping position.” 

A friend of Elaine’s tells her about a job opening at a retail store for an accounts payable clerk. She decides she would like to apply for this job. 

To make her objective more appropriate for this job, Elaine decides to rewrite it. The objective on the resume she sends for this job is “To secure an accounts payable position in the retail industry.” 

You have just completed Elaine Changes Her Objective. To return to the course, click on Close.

Chapter 12: Experiences Other Than Work

This slideshow is totally controlled by you. To start a slideshow and learn about experiences you can use for the Qualifications section of your resume, click on each of the pictures. When you are finished, click on Close to return to the course.

Volunteer

If you volunteered at your child’s school, you might have skills like reading to others, tutoring, or completing art projects. If you volunteered for a neighborhood watch program or other community event, you might have skills like organizing others, writing flyers, or public speaking.

Family

If family members rely on you, you might have skills like listening to others, keeping calm in a crisis, and problem-solving. If you have taken care of an elderly family member, you might have skills like cleaning/feeding others, keeping good records, or lifting people and heavy objects.

School

If you participated in a school club or activity, you might have skills like working on a team, planning events, or leading others. If you completed a special project in class, you might have writing skills, knowledge about a special topic, or computer skills.

Church

If you participated in a church group like choir or a bible study, you might have skills like reading music, working with others, or communicating your ideas. If you participated in a church activity, you might have skills like working on a team or following-up on tasks.

Other Responsibilities

Any responsibilities may be skills you can use on your resume. Maybe you help your neighbors fix their cars, help young mothers with their babies, or help friends balance their checkbooks. You can even use things like cooking for family events or taking care of a garden.

Chapter 12: Find Resume Info

Steve has some old paycheck stubs. These show the name of his former employer. He used this information to look up his former employer in the phone book. He then called to get his job title and the exact dates he worked there.
Kim could not remember the name of her former employer. She also had moved to a different state. However, she did know the type of industry and the city.  She used a website on the Internet to find her former employer’s name and phone number. 

Hugh did not want to talk to his former boss. Instead, he called his former employer’s Human Resources department. They gave him his previous job title and the exact dates he worked there.
Laura called her high school and asked them to mail her a copy of her transcript. She had to pay a small fee but her transcript included her degree and the dates she went to school.

You have just completed Find Resume Info. To return to the course, click on Close.

Chapter 12: Job Application Info

This slideshow is totally controlled by you. To start a slideshow and learn about the information you need to complete a job application, click on each of the pictures. When you are finished, click on Close to return to the course.

Personal Information

All applications will require your full name, address, telephone number, and e-mail address. Do not use nicknames. You don’t have to explain your age, sex, race, marital status, or handicaps. That’s the law. 

Work History

Where have you worked? This can include full-time, part-time, volunteer, or military experience. You need to know the name, address, and phone number of each employer. You also need to know the dates you worked for them and your job titles.

Education 
Where have you gone to school? You need to know the dates you completed each degree or certification, the name of each degree or certification, the name of each school, and each school’s address. If you didn’t finish school and don’t actually have the diploma, don’t say that you do. Employers can check this information. 

References

References are people who can talk about what a good worker you have been or about your personal characteristics. You will need at least three. Always ask them first. Try to avoid family members. You might ask your clergyman, teacher, former supervisor, coworker, or a well-respected friend.
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