CLF723

                      - -   AGRICULTURAL CORE CURRICULUM  - -

(CLF700)  Core Area:  EMPLOYABILITY SKILLS

  (CLF720)  Unit Title:  APPLYING FOR JOBS

______________________________________________________________________________

  (CLF723)   Topic: THE RESUME (PERSONAL           time      taught in year   

                    DATA SHEET)                   1 hour            2         

______________________________________________________________________________

         Topic objectives:  Upon completion of this lesson the student will be

         able to:

         Learning

         outcome #

        (B-1,3)  -  Recognize basic resume principles and put those

                    principles into practice

        (B-1,3)  -  Be able to test suggested components of a personal

                    data sheet

        (B-1,3)  -  Develop a resume

         Special Materials and Equipment: Clean blank paper, 

                      sample resumes

         Evaluation:  Quiz by instructor

TOPIC PRESENTATION: THE RESUME (PERSONAL DATA SHEET)

(Note: A personal data sheet is often considered a more concise highlight

of the longer and more detailed resume. For convenience we are treating the

two as the same)

I. Introduction

     A. RE'-SU-ME' noun (from resume fr. pp. of resumer, to resume, summarize)

        SUMMARY, specific: a short account of one's career and qualifications

        prepared typically by an applicant for position.   Webster's

.    B. A resume is a vital document to link you with your future employer.

        A resume is written in your own words, expressing how you see

        yourself and how you want others to see you. Your resume and your

        job application are usually seen by the individual hiring long

        before they see you face to face. Therefore, it is very important

        that your resume be a reflection of you at your best - it must

        show your personality and creativity as well as your ability to

        express yourself.

II. Resumes can serve four different functions:

     1. as a SELF-INVENTORY preparing you before the job-hunt to recall all 

        that you have accomplished so far in life;
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     2. as an EXTENDED CALLING-CARD, whose purpose is to get you invited to an

        interview;

     3. as an AGENDA FOR AN INTERVIEW, your resume gives the interviewer a 

        place to begin when asking questions about you and your 

        qualifications; and

     4. as a MEMORY-JOGGER FOR THE EMPLOYER AFTER THE INTERVIEW, after they 

        have met you and the interview is completed, the resume may again

        remind them of your qualifications and background (and why they 

        should hire you).

II. What Your Resume Should Contain

     1. Full name

     2. Address & Telephone Number

     3. Marital status (optional)

     4. Vital statistics (optional)

     5. Educational background

     6. Foreign languages spoken fluently

     7. Employment experience (list most recent first)

     8. Special skills, Computer skills

     9. Offer to provide references on request (do not use relatives)

    10. Job objective (long and short range)

    11. Hobbies or special interests

    12. Awards and Honors

III. Resume Format

     A. Your resume should be typed and can be on any color paper, printed

        with any color ink, remembering what your future employer will view

        as appropriate (if in doubt, white with black ink is great).

     B. Resumes should be only one page if possible. Two pages is maximum.

        Do not staple the sheets together.

     C. Tasteful graphics (borders, bold type, etc.) can be effective in

        creating an outstanding resume (do not be gaudy, however; when in

        doubt, go plain).

     D.  Use computer programs as a template to format your resume.  Most all

         word programs have Resume templates.  .

     E. The following are absolute MUSTS for effective resumes:

        1. Letter perfect (NO spelling or grammatical errors).

        2. Neat.

        3. Easy to read

723.2

        4. No more than two pages.

        5. Well-organized.

IV. Basic Resume Principles

     1. Be brief and to the point

     2. Avoid the pronoun "I".

     3. Include only relevant information.

     4. Stress what you have accomplished.

     5. Do not be cute or chatty.

     6. Keep your sentences short.

     7. Do not list salary.

     8. Do NOT include a photograph.

     9. Do not mention anything negative.

    10. Be accurate; do not overstate your skills or experience.

              ___________________________________________________________

              ACTIVITY:

              After discussing the resume and seeing several samples,

              have each student prepare a rough draft of their own.

              Give extra credit to those who type or personalize their

              resumes at home, creating a professional looking product.

              Use Supplemental Handout #1 as an example.

              ___________________________________________________________
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Supplemental Handout #1: Resume       SAMPLE RESUME

John Deere



756 Engine Drive, Kansas City, MO  60368  (816)-746-3425

OBJECTIVE

Agriculture teacher with Bachelor of Science degree in Ornamental Horticulture and six years experience seeks a position in an active multiperson department desiring an effective, involved and professional instructor.

EXPERIENCE

Experience in Education:

     Vocational Agriculture Teacher, Fillmore High School, 1980 to present. Taught Agriculture

     Sciences 1 and 2, Ornamental Horticulture, Ag Shop Skills and Tractors and Equipment

  .  Courses taught out of department included General Science - Life and Career Education 1 and 2.

     Active on district curriculum committee, staff development committee and with career

     education curriculum development. Project supervision areas include sheep, dairy, beef, goats,

     rabbits, swine, ornamental horticulture, vegetable and flower crops and horses. Active in

     sectional and regional levels of the California Agriculture Teachers Association.

Experience in Industry

1979-1980  Retail Nursery Sales and Landscape Designer. Bob's Builders World, Chino, Ca.

           Supervisor - Mr. Steve Cohen. Duties included plant and supply sales, display design and

           custom landscape design for customers.

1979    Assistant Superintendent.  Eldorado Country Club, Indian Wells,Ca.  Supervisor - 

           Mr. Michael Mongiello. Directed a seven man crew in landscape maintenance in the

           condominium area at one of the nation's most exclusive country clubs.

1978-1979  Wholesale and Retail Nursery Sales. Kimura Nursery, San Dimas, Ca. Supervisor - 

           Mr. Ken Kimura. Plant and supply sales for the general public and professionals. Handled

           payroll for nursery employees.

PROFESSIONAL AFFILIATIONS

     California Agriculture Teachers Association

     California Teachers Association

     National Vocational Agriculture Teachers Association

     Fillmore Unified Teachers Association

     Piru School Life Lab Advisory Committee

     Junior Livestock Auction Committee - Ventura County Fair
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EDUCATION

     Bachelor of Science. California State Polytechnic University,

       Pomona, 1979. Degree Ornamental Horticulture, concentration in

       Landscape Design and Construction. Graduated magna cum laude.

     Associate of Science. College of the Desert, 1977. Ornamental

       Horticulture. Graduated on Dean's List, Outstanding Horticulture

       Student of 1977.

     High School. Indio High School, Indio, Ca., 1975. College preparation

       with an emphasis on fine arts. Life member of California

       Scholastic Federation, Who's Who - High School Seniors 1975.

INTERESTS

     My husband and I share an intense interest in breeding, raising

     and showing Appaloosa horses. We belong to many regional, state

     and national breed associations and clubs.

REFERENCES

     References will be forwarded upon request from Cal Poly - Pomona.
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