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ACTIVITY 3

Résumé WRITING MADE SIMPLE

Please review the presentation on Résumé Writing and complete the following questions.  You may need to toggle between the presentation and the worksheet to find answers.

1.  What is the most common form of a Résumé and why?

2. How can the objective be used to make my Résumé better?  Is it required?
3. Typically, how far should you go back in listing your work history on a Résumé?

4. What should be noted under competencies and skills in a Résumé?

5. Should a Résumé contain only one font?  Why or why not?

6. Name two things to avoid putting in your Résumé…
7. Once you finish writing your Résumé draft and proofread it, what should you do next?

8. What order should my education and work history be listed on your Résumé?

9. What kind of words should you use to describe your qualifications on your Résumé?

10. What is the “icing on the cake” in a Résumé?

