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What is a Résumé?

· A résumé is a one to two page document that lists a job applicant’s work experience, education and skills.  A résumé is designed to provide a detailed summary of an applicant’s qualifications for a particular job.   It presents your value to the employer.

· Your résumé will not get you the job; however, if it is written well, it will help you get through to the next stage of the selection process… the interview.
· The following guidelines offer a good starting point for developing an effective résumé:

· One or two pages max - should give you a sufficient opportunity to identify a number of accomplishments and present a good first impression.  Extensive experience can be condensed to short, reflective, point-form statements. 
· A well-written résumé portrays what you can do by revealing what you have done.  If you are uncertain about what you have compiled, give your résumé to someone whose judgment and writing skills you respect.

· A results-oriented résumé is generally more powerful and impressive than one which highlights only responsibilities.

· An effective résumé is simple and straightforward.  

· A résumé must be accurate.  Employers will check out your claims if they are interested in you and will discover discrepancies if they exist.
· A résumé should be visually attractive and easy to read.

· Use quality paper and stick to white, off-white, cream or buff colours.  

· Pay attention to the balance of “white space” and type.  
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CAREER HUMOUR


My last job was at Starbucks, 


but I had to quit because it was always the same old grind.
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RÉSUMÉ FONT TYPES / GUIDELINES

RÉSUMÉ FONT TYPES:

· Headings – Suggested Font Types – Arial, Helvitica, Calibri, Times Roman
· Body of Resume – Suggested Font Types – Arial, Calibri, Times Roman
· Font Size – Headings – 14 points

· Font Size – Body – 10 to 12 points

· Note: Try to use non-decorative font types 




RÉSUMÉ GUIDELINES: 

· Use white paper, standard-size 8 ½ x 11” 
· Single-sided only – Do not print your resume two-sided 
· Avoid italic text, script, and underlined passages  
· Capitalized words and boldface are okay
· Avoid graphics and shading  
· Do not include photographs or illustrations unless they are required by your profession (ie: actors’ composites).
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DO INCLUDE:

· A positive career or employment objective

· Relevant education or training

· Employment and volunteer experience with the dates

· Your positive traits / skills

· Interests such as: sports, travel, cooking, music, art, dance etc.
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DO NOT INCLUDE:

· The heading “Résumé”
· Reasons you left past jobs 

· Negative things about yourself

· Definitely DO NOT INCLUDE: jobs you were fired from (if any)

· Race, Religion, Beliefs, Health Issues
· Clip art, Photos of you 
· Interests such as: watching tv, dating, texting, video games, etc.


REMEMBER:
· E-mail addresses must be professional - no silly nicknames

· Include a sheet of 3 references with your résumé and/or reference letters
TYPES OF RÉSUMÉS 
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COMBINATION RÉSUMÉ   
(Combination of Chronological & Functional)     

This résumé combines aspects of both the chronological and functional formats by highlighting skills and accomplishments within a chronological framework.  This is the most common résumé format.
Advantages:

· It provides an opportunity to market select skills and accomplishments while also describing your employment history.

· It enables you to emphasize the skills you have acquired from a broad range of experiences and not just

previous employment positions.
· The format is flexible, allowing you to emphasize your strengths and de-emphasize weaknesses.
· It provides the most comprehensive picture of your qualifications.

Disadvantages:

· Since chronological information is included, gaps or inconsistencies in your employment history 

cannot be easily camouflaged.
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CHRONOLOGICAL RÉSUMÉ

This résumé outlines your employment experience in reverse chronological order, 
beginning with the most recent.
Advantages:

· It allows employers to make a quick assessment of your experience.

· It tends to appeal to conventional employers such as banks, insurance companies and government.

· It is especially important for individuals to have a employment history of positions of increasing responsibility.

Disadvantages:

· Since this is a commonly used résumé format, your résumé is less likely to stand out.

· Since there is no section highlighting your skills and abilities, some of your qualifications may be overlooked.

· Gaps in your employment history become more obvious.

FUNCTIONAL RÉSUMÉ

This résumé focuses on major skills and accomplishments rather than outlining your history chronologically.

Advantages:

· It can be organized to highlight skills acquired through a variety of experiences 
(ie.school, volunteer work, employment).

· It is especially useful for individuals with little or no paid employment experience.
· Employment gaps or irregularities in your employment history are de-emphasized.

Disadvantages:

· Positions of increasing responsibility are not emphasized.

· It can be difficult for an employer to evaluate your background quickly, thereby running the risk of creating a negative perception.

· This résumé is usually not recommended for conservative employers who prefer the traditional chronological format.
SKILLS AND ATTRIBUTES

INCLUDE SKILLS AND ATTRIBUTES ON YOUR RESUME FROM THE FOLLOWING LISTS. TRY TO INCLUDE THE ONES THAT DESCRIBE YOU THE BEST.  

“TRANSFERABLE SKILLS” – SKILLS THAT YOU LEARN AT SCHOOL AND TAKE WITH YOU TO POST-SECONDARY AND TO THE WORLD OF WORK . ie. Teamwork Skills
TOP SKILLS EMPLOYERS ARE LOOKING FOR:
· Dependable, honest and responsible

· Reliable, loyal and trustworthy
· Hardworking, motivated and dedicated 

· Excellent communication skills / listening skills
· Flexible and willing to learn new things
· Good time-management skills
· Skilled at working independently and as part of a team
ESSENTIAL EMPLOYABILITY SKILLS:
· Positive attitude, friendly, honest, respectful
· Dress appropriately, practice good personal hygiene

· Follow directions and complete tasks efficiently

· Flexible and willing to learn new things
· Observe and respect rules and guidelines / follow safety procedures

· Enthusiastic / continue to learn on the job / improve skills
OTHER VALUABLE SKILLS TO INCLUDE:
· Good computer / technical skills 
· Work well in a fast-paced environment / Able to multi-task
· Self-directed individual / work well without supervision

· Great leadership / teamwork skills
· Motivated, independent self-starter
· Strong organizational skills / detail-oriented 
· Good health habits / physically fit

· Interact well with people of diverse cultures
· Adaptable and self-sufficient

· Able to identify problems and solutions

· Excellent at coordinating events, projects and activities
· Confident in operating tools and machines



STEP-BY-STEP GUIDE TO CREATING A RÉSUMÉ 


by Ms. Steeves of the Career Dept. / Kwantlen Park Secondary
STEP 1: OPEN UP A BLANK WORD DOCUMENT, A RESUME TEMPLATE OR A PREVIOUS RESUME

(NOTE : Refer to the Resume Sample/Template on the next page while following these steps)
STEP 2:  HEADING: This is where you list your name, address, tel/cell # and e-mail address (work appropriate e-mail addresses only). Make your name in bold and larger font than the rest of the heading to make it stand out. The heading is the only thing that is centered on the page.
STEP 3:  OBJECTIVE AND/OR CAREER GOAL: This is where you list your present and/or future career goals. List what you can offer the employer, not what you hope to get from them.
If possible, try to match your objective to the position you are applying for.
STEP 4:  EDUCATION: This is where you list any of your Kwantlen Park Experiences & Achievements: Education (list current grade). Include dates/years for: Honour Roll, Best class %, Super G, French Immersion, Sports Teams, In-School Volunteer Activities and Clubs @ KP.
STEP 5:  EMPLOYMENT EXPERIENCE: This is where you list your Employment Experience – most recent experience at the top. (Do not include this section if you have never worked).
STEP 6:  VOLUNTEER EXPERIENCE: This is where you list your Community Volunteer Experience or Work Experience Elective Course at school. This can be any unpaid experience (include dates, Organization names, addresses, and a point form description of duties).
STEP 7:  SKILLS & ATTRIBUTES: This is where you list things that you are good at (skills) and your positive personality traits (attributes). Try to list things that are relevant to the job you are applying for if possible.
STEP 8:  AWARDS & CERTIFICATES: This is where you list any Awards and/or Certificates that you have received outside of school ie. Community Sports Awards (or through the REACH Program at school) ie. Worksafe, Foodafe, Serving it Right, etc. (Kwantlen Park Sports, Awards and Certificates are listed under the Education section).
STEP 9:  LANGUAGES: This is where you list the Languages that you are fluent in (besides English). Only include this section if you have more than one language.
STEP 10:  INTERESTS: This is where you list your Interests. ie. Sports, Cooking, Travel, Music, Dance
STEP 11:  REFERENCES: Type - Available Upon Request 

Then List 3 References on a separate sheet of paper.  Examples of References include: Sports
Coach, Volunteer Manager, Employment Manager, Teacher @ KP.  (Note: Personal References

such as family or friends will not be accepted by employers unless it is a family business).
TEEN RESUME TEMPLATE
Your Name

Your address

Your phone number (home or cell)

Your e-mail address (work appropriate e-mails only)
OBJECTIVE:  To obtain a position at your company and contribute with my hard work, dedication and positive 
attitude.(include your attributes). My goal for the future is to work in a career where I can make a difference. 
EDUCATION: 


Kwantlen Park Secondary, Surrey, BC – Currently in Gr. 10 (List current grade)



 

Add any of the following that apply to you and include the dates and/or school year: 
· Best Class(es) and % / Honor Roll / Super G / French Immersion / KP Clubs or Sports Teams 
· In-School Volunteering – School Events, Fundraising Activities, etc.
EMPLOYMENT EXPERIENCE: (paid work)
Put Company Name, Location and Dates worked (ie. Starbucks, Surrey, BC  -  May, 2018 to present) 
Describe your job duties (ie. cleaned tables, stocked supplies, served coffee) and important skills learned 

(ie. customer service skills) in a point form list

VOLUNTEER EXPERIENCE: (In-School or Community - unpaid volunteering including WEX Course)


Put Volunteer or WEX Organization Name, Location and Dates Volunteered (or Work Experience Dates)
(ie. Surrey Memorial Hospital, Surrey, BC - Summer 2017 or Tim Hortons, Central City WEX  Apr. 23-June 1)
Describe your In-School Volunteering, Community or WEX Volunteering activities in point form
SKILLS & ATTRIBUTES: (Only put the skills & attributes that describe you)
· Dependable, honest and responsible

· Reliable, loyal and trustworthy

· Hardworking, motivated and dedicated 

· Excellent communication skills / listening skills

· Flexible and willing to learn new things

· Good time-management skills

· Skilled at working independently and as part of a team

 (*refer to the Skills and Attributes page in the Resume Booklet for more skills)
AWARDS & CERTIFICATES:  (This is where you list the Awards or Certificates that you have received)  
For example:
· Food Safe Level 1 – Certificate 




Date of Certification 
· Serving it Right – Certificate




Date of Certification

· Worksafe Training – WHIMIS Certificate



Date of Certification
· Sports Teams (incl. dates/years played and Championships)
Dates Played / Date of Awards
· Related Skills - Excellent physical fitness & teamwork skills

LANGUAGES:
Only include this section if you speak more than one language fluently

INTERESTS: 
List some things here you are interested in – ie. Sports, Cooking, Travel, Music, Dance
REFERENCES: 
Available Upon Request

SAMPLE LIST OF REFERENCES
Your Name

Your address

Your phone number (home or cell)

Your e-mail address (work appropriate e-mails only)

REFERENCES: (samples)

Teacher Name, Subject (ie. Math Teacher)
Kwantlen Park Secondary

Tel: 604-588-6934

e-mail: 

Employer Contact Name, Title (ie. Manager)
Company Name

Tel: 

e-mail:

Volunteer Contact Name, Title (ie. Manager)

Volunteer Organization

Tel: 

e-mail:

What is a Reference?

· Someone that you know because you worked, volunteered or played sports on their team

· Someone who will tell the Employer how great you are

· Someone who knows about your skills and experience 
· Someone who has known you for quite a long time

Reference Ideas:  All 3 References can be Teachers or Employers.  Other Ideas include: Volunteer Manager, a Coach of a Sports Team, etc. 
References CANNOT be related to you. You MUST ask the person if they will be your reference before you put them on your resume.

Age of Employment:

Don’t worry if you don’t have any employment, volunteer, work experience or references in Gr. 8 or 9.  Most people get their first job in Gr. 10 or 11.  You have to be 15 years of age to legally work in Canada, but you can also work from 12-14 years of age with a note from your parent.  You may also have babysitting experience between 12-14 years of age that you can include on your resume.  (You must have a letter from the Director of Employment Standards if you wish to work under 12 yrs of age)
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The Service Canada Centre for Youth is located at 

100–13889 104th Avenue, 

Surrey, BC V3T 1W8
Hours: 8:30 am-4:00 pm Mon-Fri
Visit: www.jobbank.gc.ca
Tel: 1-800-O-Canada (1-800-622-6232)
How to Find a Part-time Job:

· Decide on the type of job you want or need, the location, the hours, the pay, etc.

· Figure out what you have to offer an employer – your skills, previous volunteer or work experience, etc.

· Develop an excellent resume that is clearly laid out with all the relevant information including dates.

· Network by talking to your relatives, friends, neighbours, etc. to see if they know of any jobs.
· Do Research by reviewing the newspaper and job search websites to find out which employers are hiring.

· Apply for jobs that interest you –  if you like what you are doing you will be successful.

· Track where & when you dropped off your resume ie employer & contact name, address, date, time. 

· Follow-up by calling or visiting each of the employers again to show you are still interested in the job.

· Research the employer before you go for an interview to show your knowledge or interest in them. 

· Be positive when you go for an interview, smile, show enthusiasm & be honest!!

Please feel free to stop by the Career Centre anytime in Room A112 to see

Ms. Steeves for Resume & Cover Letter Assistance & Job Search Ideas.

Service Canada


Job Bank


www.jobbank.gc.ca





Explore Careers:


Occupation


Education Program


Wages / Outlooks


Skills / Knowledge





Job Market Trends:


Job Market News


Unemployment Rate


Employment 


Weekly Earnings 





Job Seekers:


Set up an Account


Resume Builder, Job Match or Career Navigator
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