
Before we get started, Lets have a 
quick review!



What are interests?







What are skills?







What are Transferable skills?







Lets review











Writing Your Resume’
West Branch High School Career Based Intervention



What is a Resume’?

A resume’ is a summary of your skills and qualifications.  
It tells:

Your education

Your skills

Your work experiences

Everything you have to offer a potential employer



Skills Resume’

A skills resume lists your 
achievements by type of skill.  

Skills resumes are sometimes called 
“Functional Resumes”.



Skills Resume’

This is the most common format. Skills Resume’s also have five 
parts.

1. Heading (Personal Information)

2. Job Objective ( Career Goals)

3. Work Experience (Skills Summary)

4. Education

5. References (3)



Skills Resume’

When writing a Skills Resume start your resume by listing what you do well.  
Strongest skills first.

Group your skills into categories.

 Attention to detail  

 Dependability

 Responsibility

 Initiative

 Communication Skills

 Problem-Solving Skills

 Sales Skills

 Customer Service Skills

 Computer Skills

 Management Skills



Example of a Skill

Attention to 
detail                    

• Managed computerized records for four attorneys.
• Spent 100 hours preparing legal brief for Law Honors Project
• Wrote and distributed over 50 phone messages per day at law firm.



Work Experience and Education

 List your work and experience at the bottom of the Skills 
Resume’

 Keep it short

 List dates of each job, the name and place of each employer, 
and your title.

 List the dates of each school and the name and place of the 
school.

 List your diploma or degree.





One last thing….. Make sure your resume is perfect.

 Is the information 
correct?

 Is the information your 
best?

Spelling (spell-check)

Grammar

Punctuation

 Ask a friend or relative to 
look it over

 Use black ink on white 
paper

 Make sure that it is easy to 
read

 Page is not crowded

 Spacing is appropriate

 Unwrinkled


