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Lesson 1: What is a Resume?
Created: 04/2018 by the National FFA Organization

Student Learning Objectives:
After completing these activities, students will …
1. Understand the purpose and importance of a resume.
2. Describe the components of a resume. 
3. Develop a professional resume.

Time Required:  120 minutes
Resources:  
1. FFA.org
2. Employment Skills LDE Resume and Cover Letter examples, https://ffa.box.com/s/oe96v4ll79r5efehjzdzgfn4d0hmihsp
Equipment and Supplies Needed:
1. “Creating a Resume” PowerPoint
2. A copy of “Resume Components Match Game” for each student
3. A copy of the “High School Resumes and Cover Letters” samples for each group or student
4. A copy of the “Building a Resume” worksheet for each student
5. A copy of the “What Do I Need?” worksheet for each student

These activities are aligned to the following standards: 
FFA Precept
· FFA.PL-A.Action: Assume responsibility and take the necessary steps to achieve the desired results, no matter what the goal or task at hand. 
· FFA.PL-E.Awareness: Understand personal vision, mission and goals.
· FFA.PG-J.Mental Growth: Embrace cognitive and intellectual development relative to reasoning, thinking and coping.
· FFA.PL-C.Vision: Visualize the future and how to get there.
· FFA.CS-M.Communication: Effectively interact with others in personal and professional settings.
· FFA.CS-N.Decision Making: Analyze a situation and execute an appropriate course of action.
AFNR Performance Element
· CS.05. Describe career opportunities and means to achieve those opportunities in each of the Agriculture, Food & Natural Resources career pathways.
Common Career Technical Core
· AG5 Describe career opportunities and means to achieve those opportunities in each of the Agriculture, Food & Natural Resources Career Pathways.
NASDCTEc
· AGC09.02 Select, research and examine critical aspects of career opportunities in one or more AFNR career pathways in order to gain an understanding of the breadth of occupations within this cluster. 
Common Core- Reading: Informational Text
· CCSS.ELA-Literacy.RI.9-10.4 Determine the meaning of words and phrases as they are used in a text, including figurative, connotative, and technical meanings; analyze the cumulative impact of specific word choices on meaning and tone (e.g., how the language of a court opinion differs from that of a newspaper).
Common Core- Writing
· CCSS.ELA-Literacy.W.9-10.2 Write informative/explanatory texts to examine and convey complex ideas, concepts, and information clearly and accurately through the effective selection, organization, and analysis of content.
Common Core- Speaking and Listening
· CCSS.ELA-Literacy.SL.9-10.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on grades 9-10 topics, texts, and issues, building on others' ideas and expressing their own clearly and persuasively.
Common Core- Science & Technical Subjects
· CCSS.ELA-Literacy.WHST.9.10.4 Produce clear and coherent writing in which the development, organization, and style are appropriate to task, purpose, and audience.
· CCSS.ELA-Literacy.WHST.9.10.6 Use technology, including the Internet, to produce, publish, and update individual or shared writing products, taking advantage of technology's capacity to link to other information and to display information flexibly and dynamically.
Common Core- Math Practices
· CCSS.MP1: Make sense of problems and persevere in solving them.
· CCSS.MP3: Construct viable arguments and critique the reasoning of others.
· CCSS.MP6: Attend to precision.
AFNR Career Ready Practices
· CRP.04. Communicate clearly, effectively, and with reason. Career-ready individuals communicate thoughts, ideas and action plans with clarity, whether using written, verbal and/or visual methods.
· CRP.10. Plan education and career path aligned to personal goals. Career-ready individuals take personal ownership of their own educational and career goals, and they regularly act on a plan to attain these goals.
Partnership for 21st Century Skills 
· Communication
· Critical Thinking and Problem Solving
· Flexibility and Adaptability
· Initiative and Self-direction
· Leadership and Responsibility

Lesson Plan:
1. Bell Ringer: Complete the “Resume Components Matching Game” worksheet. You will have 15 minutes to cut out and match the correct resume heading with the correct definition/purpose.

(Go over the correct answers once time is over. Have students glue the correct matches on a blank sheet of paper to keep as a notes/reference tool.)

2. Introduction: (suggested time 15 minutes) Refer to slides 1 through 3 of the “Creating a Resume” PowerPoint to present lesson objectives and complete the introduction activity.

Oftentimes, landing a job or internship requires more than just filling out a job application. Your resume and cover letter can help you attain the position you are applying for by highlighting your skills and qualifications and making you a highly competitive candidate for the job. To better understand how resumes and cover letters work, let’s look at samples from high school students and discuss their effectiveness.

For the introduction activity, have each student or group of students read over the “High School Resumes and Cover Letters” samples and answer the questions on slide 3. They can answer them individually, either in groups or as a class. 
· What information about the individual did you learn from the resume?
· How is the cover letter similar to the resume?
· What did you like and dislike about the formatting of the resume?
· How would a person’s chances be affected if he or she didn’t submit a cover letter?

While these samples are not tailored specifically to FFA and are not formatted like the ones they will create with the FFA Resume Generator, it allows them to better understand the purpose of these documents. 

3. Lecture and Discussion: (suggested time 10 to 15 minutes per section) Refer to slides 4 and 5 of the “Creating a Resume” PowerPoint. 

The items of this discussion look at the resume as a whole, developing a cover letter and gathering references. To help explain these three sections, give each student a copy of the “Building a Resume” worksheet packet. Each section of the packet corresponds to the section activity in the PowerPoint. At the conclusion of the discussion, the students can use their worksheet packet and information from the PowerPoint to create their own resume using the FFA Resume Generator.
*Note: If creating a resume for the employment skills leadership development event, the use of the FFA Resume Generator is not required.

Refer to slides 4 and 5 to discuss resumes.

Resumes allow you to showcase yourself as the best fit for the job to which you are applying. At the end of the lesson, we will work on actually creating your resume. For now, we will address some tips for creating a good resume and brainstorm some experiences you could use later.


Refer to slides 6 and 7 to discuss references.

If an employer is interested, they will want to get some references from people you have worked with before making the decision to hire you. These references can make or break your chance of employment! In this section, we will talk about what individuals are best suited for being a reference and how you can let them know you want to use them as a reference for the job you are seeking. 

Reflection: (suggested time 30 to 45 minutes) Refer to slide 8 of the “Creating a Resume” PowerPoint, and the FFA Resume Generator at https://resumegenerator.ffa.org/. 

Once students have accessed the FFA Resume Generator, you can have them either complete the sections at their own pace or move through it as a class depending on your time and students’ needs. Have students refer to their worksheet for help filling out their experiences, classes, awards, references, etc. Once completed, encourage them to have at least one other student review their resume to catch any mistakes they might have overlooked.

As you work through the FFA Resume Generator, remember that you need to only put in information that pertains to the job you are applying for. Use your worksheet packet to help you fill out some of the sections and be thinking of someone who you would like to review your resume when you are done!

Once the resume has been completed and reviewed, allow students to print or email you a copy to use as a daily grade. Also, have them turn in the “Building a Resume” worksheet packet for a daily grade and/or a formative assessment. Be sure to check for conceptual understanding and review, if necessary, before moving on to the next lesson.
  
4. Follow-up: Have students create a list of questions they would ask during a phone interview. Next, have students work with a partner, sitting back to back, and conduct a phone interview. 

5. Leveling Up: To make this lesson even more useful for real life application, have students create a folder with the following:
· Cover letter.
· Resume.
· References.
· Editor signature page. 
As either a class assignment or an extra credit assignment, have students take their folder to three adults to perform a review. Suggestions for reviews include an English teacher, baseball coach, a family member, etc. Include the “Outsider Evaluation Signature Page” that allows the reviewer to sign off and/or comment on the documents and validate their review. Have the student turn in all the documents for a grade. Encourage students to make any edits that were recommended and to keep track of the updated documents because they will come in handy in the future.

6. Exit Ticket: What are the different parts of a resume? Why is each part important to help you land a job? Discuss with a partner.
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Resume Components Match GameAligned to the following standards:
FFA.PL-A; FFA.PL-E; FFA.PG-J; FFA.PL-C; FFA.CS-M; FFA-CS.N; CS.05; AG5; AGC09.02; CSS.RI.9-10.4; CCSS.W.9-10.2; CCSS.SL.9-10.1; CCSS.WHST.9.10.4; CSS.WHST.9.10.6; MP1; MP3; MP6; CRP.04; CRP.10 



Directions:
Cut out the resume component headings and the definitions into separate strips. Match the heading with the definition. When completed, glue them on blank paper to keep for notes. 

	Resume Heading
	Definition/Purpose

	
Contact Information

	
This section will include items like honor roll or Dean’s list, a team’s most valuable player, scholarships earned and awards received.


	
Objective

	
This section includes the name of each school attended, the degree received, and the graduation date or projected graduation date or dates of attendance if no degree was completed.


	
Education

	
Paid and unpaid or volunteer work will be listed here. This section emphasizes duties, responsibilities, skills, abilities and accomplishments appropriate to the purpose of the resume.


	
Work Experience

	
This section should include identifying information such as name, address, email address and phone number.


	
Activities/Volunteer Experience/Extracurricular Activities

	
This is typically a separate sheet of paper that lists the names, titles and contact information of people who know about your work-related abilities.


	
Achievements/Honors

	
This section is a list of organizations, clubs, sports, committees and community service in which the person has participated. This area should also list leadership positions held.


	
Skills and Certifications

	
This is a list of abilities like speaking a foreign language, computer soft skills, office skills, lab techniques or other transferable abilities not mentioned elsewhere in the resume. Special certifications can also be listed here.


	
References

	
A one-line description of the desired job or position. This section is optional, depending on the purpose of the resume.







[bookmark: _GoBack]Building a Resume Aligned to the following standards:
FFA.PL-A; FFA.PL-E; FFA.PG-J; FFA.PL-C; FFA.CS-M; FFA-CS.N; CS.05; AG5; AGC09.02; CSS.RI.9-10.4; CCSS.W.9-10.2; CCSS.SL.9-10.1; CCSS.WHST.9.10.4; CSS.WHST.9.10.6; MP1; MP3; MP6; CRP.04; CRP.10



Directions:
Choose and circle one of the jobs listed below and follow along with the “Creating a Resume” PowerPoint. Complete each section when you reach that activity in the presentation. 
Operations Assistant  
Angus Works 
321 Beef Drive
Sunnyside, AZ 83505
Contact Sales Director:
Jess Brown 
Sales Associate 
Agriseed
111 Stem Street
Sunnyside, AZ 83505
Contact Sales Director:
John Doe

Floral Assistant
Sunnyside Florist 
123 First Avenue
Sunnyside, AZ 83505
Contact Hiring Manager:
Mary Smith

Resume Activity
Brainstorm experiences for each category that are relevant to the job position you are seeking. Try to capture at least one experience in each category.Work (Paid & Unpaid)

D


Awards/Honors

Leadership Roles

D


D

Classes/Coursework



Certifications

Community Service

D


Club Involvement

D






What Do I Need? Aligned to the following standards:
FFA.PL-A; FFA.PL-E; FFA.PG-J; FFA.PL-C; FFA.CS-M; FFA-CS.N; CS.05; AG5; AGC09.02; CSS.RI.9-10.4; CCSS.W.9-10.2; CCSS.SL.9-10.1; CCSS.WHST.9.10.4; CSS.WHST.9.10.6; MP1; MP3; MP6; CRP.04; CRP.10 



Directions:
Use the worksheet below to determine what information you need for your resume. Have this completed worksheet with you when you use the FFA Resume Generator to complete your own resume. Reference your matching activity to know what goes in each box. If there is a section that you do not have experience with, just skip that box and head to the next.

	Information Needed
	Your Information

	
What is your objective?
(Your objective should explain your career and educational goals.)



	

	
Where have you worked?

Include all dates that you were employed, job duties and addresses for each place of employment. 


	

	
What leadership experience do you have?

Include all opportunities that you have had as a leader within organizations. Examples: holding an office within a club or being a team captain.

	

	
What community service have you done?

The focus here is on all of the volunteer work completed in your school career. Examples: worked for the local food pantry or animal shelter.

	

	
What classes have you taken?

Highlight schoolwork that taught skills relevant to the job for which you are applying.


	

	
Have you received any awards or honors? If so, list them in the box along with the year you received the award or honor.




	



Additional Items to NOte:

1. List any clubs or teams that you are associated with as well as the years of participation. ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Aligned to the following standards:
FFA.PL-A; FFA.PL-E; FFA.PG-J; FFA.PL-C; FFA.CS-M; FFA-CS.N; CS.05; AG5; AGC09.02; CSS.RI.9-10.4; CCSS.W.9-10.2; CCSS.SL.9-10.1; CCSS.WHST.9.10.4; CSS.WHST.9.10.6; MP1; MP3; MP6; CRP.04; CRP.10 




2. List any FFA activities that you have done along with the years you participated. If you are not in FFA, list other activities in which you are involved and include the years you participated. ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


3. What year were you in the following grades (start with the grade you are in now and work backward):

Senior (12th grade): _____________________                         Freshman (9th grade): __________________

Junior (11th grade): _____________________                          8th Grade: ____________________________

Sophomore (10th grade): _________________                         7th Grade: ____________________________


4. List three individuals you would like to ask for permission to use them as references. 
	Mr. Example
	Agriculture Teacher
FFA Advisor
	Sunnyside High School
1982 Sun Drive
Sunnyside, AZ 83505
	555-555-5555
	example@email.com

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



5. Since a lot of communication is done via email, practice writing an email to one of your references, asking for permission to use them as a reference.
Check in on the other person with a question about his/her life. Example: How is everything going at Acme Corporation? 

Subject Line: Need your help as a reference


Hello _____________, Insert recipient’s name



____________________________________________________________________________________________________________________________________________________________________________________________
I am applying for a job with ________________ for their _________________ position and want to have references ready in case I need them. Could I list you as a reference? It would be a big help.Insert job position 

Insert company name



If so, give me your best phone number and email address. In addition, do I have your job title correct? 
__________________________NOTE: Never assume you know the person’s job title and company. Always double check contact details.

List the person’s job title and company.



Please let me know and thanks so much,

__________________Insert your first name 



Email signature

Outside Evaluation Signature PageAligned to the following standards:
FFA.PL-A; FFA.PL-E; FFA.PG-J; FFA.PL-C; FFA.CS-M; FFA-CS.N; CS.05; AG5; AGC09.02; CSS.RI.9-10.4; CCSS.W.9-10.2; CCSS.SL.9-10.1; CCSS.WHST.9.10.4; CSS.WHST.9.10.6; MP1; MP3; MP6; CRP.04; CRP.10 



Directions:
Take this signature page and have each person that evaluates your portfolio sign and leave feedback. You will use this feedback to make any necessary changes. You will turn this in when finished with any changes.

Evaluation #1:

Comments: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature: _____________________________



Evaluation #2:

Comments: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature: _____________________________



Evaluation #3:

Comments: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature: _____________________________




KEY: Resume Components Match Game
Directions:
Cut out the resume component headings and the definitions into separate strips. Match the heading with the definition. When completed, glue them on blank paper to keep for notes. 

	Resume Heading
	Definition/Purpose

	
Contact Information

	
This section should include identifying information such as name, address, email address and phone number. 


	
Objective

	
A one line description of the desired job or position. This section is optional, depending on the purpose of the resume.


	
Education

	
This section includes the name of each school attended, the degree received, and the graduation date or projected graduation date or dates of attendance if no degree was completed.


	
Work Experience
	
Paid and unpaid or volunteer work will be listed here. This section emphasizes duties, responsibilities, skills, abilities and accomplishments appropriate to the purpose of the resume. 


	
Activities/Volunteer Experience/Extracurricular Activities

	
This section is a list of organizations, clubs, sports, committees and community service in which the person has participated. This area should also list leadership positions held.


	
Achievements/Honors

	
This section will include items like honor roll or Dean’s list, a team’s most valuable player, scholarships earned and awards received.


	
Skills and Certifications

	
This is a list of abilities like speaking a foreign language, computer soft skills, office skills, lab techniques or other transferable abilities not mentioned elsewhere in the resume. Special certifications can also be listed here.


	
References

	
This is typically a separate sheet of paper that lists the names, titles and contact information of people who know about your work related abilities.
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