Unit Title: 
Career Prep






Grade Level: 9

Topic:  Resume’ Introduction and Workday


     Lesson Sequence:  1 & 2 of  2

                    (2 days)







   (2 days)

Lesson Objectives:  Students will learn how to develop a professional personal resume’, and complete their own resume’ as a portfolio requirement.

EALR’s Addressed:  Reading 2.1, 2.2, 3.1, 3.2, 3.4




Writing 1.2, 1.3, 2.2, 2.4, 3.5




Communication 1.1, 1.2  1.3




Counseling 3.1, 3.5

Special Materials:  
Sample Resume’ handout

Resume’ Tips handout (optional)

Special Preparations:  Make copies of the sample resume’ for all students.

(The “Tips” sheet is for you, but you could also copy for students if you’d like to.)

	Time
	Activity
	Procedures
	Supplies

	Day #1

5 min.
	Intro.
	Introduce the purposes of a resume’:

· Introduce yourself

· Highlight strengths & qualifications

· Obtain an interview

· Increases self-confidence for interview

· Serves as a visual reminder after you leave
	

	25 min.
	Details
	Spend time going over the entire resume’ hitting the high points of each section.  Students should take notes on the handout, so they remember what to do on their own resume’.

There is a “Tips” sheet attached that will help guide you through the resume.  

Please stress that every Ike student is REQUIRED to have a useable resume’ in their portfolio by the end of this year.  (Will require typing on their own time.)  Encourage your students to have a PERFECT resume’.
	Sample

Resume’

handout

	Day #2
	Workday
	Use the following class period to start written resume’ rough-drafts.  Some students will already have a resume’ (from Keyboarding/Digi Tools) so they could be a resource for their classmates.

Set your own due-date for completed resume’s.  Don’t accept resume’s with errors………demand perfection!

PERFECT resume’ should be filed in the student’s portfolio behind the “STUDENT AS AN EMPLOYEE” (yellow) tab.
	


