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Section 2: Identifying Skills and 

Resume Creation 
 

A resume is the most critical document needed when looking for a job. Resumes are not exclusive 
to the U.S., however other countries have different approaches to the professional content and 
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design of a resume. Iraqi refugees and Special Immigrant Visa (SIV) holders will often have six-to-
eight-page resumes that include their marital status and photo, whereas a resume in Laos will list 
only professional references. While others may not have had the opportunity to develop a 
resume before arriving in the U.S. This section will teach participants how to prepare an 
American-style resume and identify all their skills from traditional and nontraditional jobs or work 
experiences they may have held in refugee camps. 
 
Identifying participantǎΩ personal skills related to the job description and including them on a 
resume positions the job-seeker as an ideal candidate for a job opening. Discovering participantǎΩ 
capabilities through the activities in job readiness classes improves the ŜƳǇƭƻȅƳŜƴǘ ǘŜŀƳΩǎ 
strategy for job placements. The activities in this section help to determine refugeesΩ strengths 
and weakness and what type of work is available in the United States. 
 
Understanding the άlanguageέ of skills empowers clients to communicate effectively and to 
discuss their skills with employment staff, volunteers, and potential employers. A resume is a tool 
to communicate the personal skills, abilities, and accomplishments of a job-seeker. Resumes are 
quick advertisements for each client and are essential to moving an employment search forward. 
All clients need personalized and updated resumes throughout the job-search process. This 
section guides participants in creating a carefully written and critiqued resume, with the ultimate 
goal of securing job interviews.  

Learning Objectives 
After completing the activities in Section 2: Identifying Skills and Resume Creation, participants 

will be able to: 

ω Articulate personal skills and interests. 

ω Identify the purpose of a resume and name the five main resume sections. 

ω Create a resume that accurately reflects personal skills, abilities, and accomplishments. 

ω Understand what hiring managers look for in a quality resume. 

Key Vocabulary 
Skill: something you know how to do 

Interest: something you like to do 

Resume: written document that captures a quick overview of personal skills, abilities, 
and accomplishments 

Contact Information: name, address, email, and phone number 

Work History: previous jobs in the U.S. and other countries 

Education: high school, university, and/or training center name and location 

References: people you know who can speak positively about your employment or 
personal history  
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Included Activities: 

Use this legend to identify accompanying worksheets and resources listed in the activity instructions. 

 

2.1  Skills Checklist: Self-assessment of skills and interests 

Skills for Success ς Worksheet 2.1A 

Skills Checklist -- Worksheet*  2.1B 

My Work Preferences ς Worksheet 2.1C 

2. 2  Interest Profiler: Identify work environment preferences, personal abilities, and 

natural talents 

Interest Profiler -- Worksheet* 2.2D 

2.3  What Is a Resume? Understanding the purpose and contents of a resume 

Resume Key Vocabulary Cards 2.3E 

Resume Information Matching Cards 2.3F 

YŀǎŀƳōƛΩǎ {ŀƳǇƭŜ wŜǎǳƳŜ 2.3G 

2.4  Creating Your Resume: Key tips for drafting a resume 

Resume Tip Sheet 2.4H 

My Resume Worksheet 2.4I 

2.5  ¸ƻǳΩǊŜ ǘƘŜ .ƻǎǎΗ Reviewing resume tips and best practices 

Three Sample Resumes 2.5J 

2.6  Additional Resources 

 

* Indicates activity works well for a wide range of English levels or that a beginner English level 

extension option is included. Non-asterisked activities are appropriate for participants with 

intermediate to advanced English levels. 
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нΦм  {ƪƛƭƭǎ /ƘŜŎƪƭƛǎǘ 
 

Activity Overview  
This self-reflective activity prompts participants to 

consider their experience, interests, and skills in 

preparation for communicating them on a resume, in job 

applications, and during interviews.  

Materials Needed 
¶ Whiteboard and markers 

¶ Skills for Success Worksheet (2.1A) 

¶ Skills Checklist Worksheet (2.1B) 

¶ My Work Preferences Worksheet (2.1C) for extension option 

¶ Pens or pencils 

Procedures 
1. ²ǊƛǘŜ ǘƘŜ ǿƻǊŘ ά{ƪƛƭƭǎέ ƻƴ ǘƘŜ ōƻŀǊŘ ŀƴŘ ŀǎƪ ǇŀǊǘƛŎƛǇŀƴǘǎ ƛŦ ǘƘŜȅ ƪƴƻǿ ǘƘƛǎ ǿƻǊŘΦ Skills are 

things a person knows how to do. Knowing ones skills is important when looking for a job 

because job-seekers need to be ready to tell others about their skills in a job application 

or interview. 

 

2. Pass out the Skills for Success worksheet (2.м!ύ ŀƴŘ ǊŜŀŘ tŀǿΩǎ ǎǘƻǊȅΦ DƛǾŜ ǇŀǊǘƛŎƛǇŀƴǘǎ ŀ 

few minutes to read the discussion questions and then review answers together. 

 

3. Ask participants to think about skills they have. Pass out the Skills Checklist worksheets 

(2.1B). Explain that participants will have five minutes to make a checkmark in the middle 

column for skills they have. Model writing a checkmark in the middle column for the first 

ǎƪƛƭƭΣ άCare ŦƻǊ ŎƘƛƭŘǊŜƴΦέ 

 

4. After five minutes, ask participants to find a partner and take turns asking their partner 

about his or her skills. Encourage them to use the following sentence structure: ά/ŀƴ ȅƻǳ 

cook? Yes, I can cook.έ aƻŘŜƭ ŀƴ ŜȄŀƳǇƭŜ ǿƛǘƘ ŀ ǾƻƭǳƴǘŜŜǊ or participant. 

 

5. After participants are finished, ask each individual to share one of their skills and one of 

ǘƘŜƛǊ ǇŀǊǘƴŜǊΩǎ ǎƪƛƭƭǎΣ ǳǎƛƴƎ this structure: 

¶ I can use a computer. 
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¶ WƻǎŜ όǇŀǊǘƴŜǊΩǎ ƴŀƳŜύ can provide customer service. 

 

6. Ask participants what other skills they have in addition to those on the checklist. 

 

7. Discussion questions: 

¶ Why is it important to know your own skills? 

¶ How will your experiences help you when you start working in the U.S.? 

Extension Options 
¶ My Work Preferences: Use the My Work Preferences worksheet (2.1C) as an additional 

classroom activity or as a homework assignment for intermediate/advanced English 

speakers, reviewing answers in the next class session. 
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{ƪƛƭƭǎ ŦƻǊ {ǳŎŎŜǎǎ 
 

Circle any new words. 

 

tŀǿ ŘƻŜǎƴΩǘ ƪƴƻǿ ǿƘŀǘ ƪƛƴŘ ƻŦ Ƨƻō ƘŜ ǿƻǳƭŘ ƭƛƪŜ ƛƴ 

the United States. He thinks about his past job as a 

farmer. He liked growing plants, working with his 

hands, and selling vegetables to customers. Paw 

likes to work outside and thinks he would like to 

work for a small company.  

 

Paw visits his resettlement agency one day and 

learns about three different job openings. The first 

is washing dishes at a hotel, the second is working at a gardening center, and the third is cleaning 

at a hospital. Paw knows he needs to start working soon to earn money for his family. Which job 

should he apply for first? 

 

 

1. What job did Paw have in the past? 

 

 

 

2. What skills did Paw learn from his past job? 

 

 

 

3. What skills are needed for each of the job openings Paw heard about at his resettlement 

agency? 

 

 

 

4. What advice would you give to Paw about his job options? 

 

  

2.1A 
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{ƪƛƭƭǎ /ƘŜŎƪƭƛǎǘ 
Write a V by things you know how to do. Then ask your partner what skills they have. 

 

Skill I can My partner can 

 
Care for children 

  

 
Clean 

  

 
Use the computer 

  

 
Take care of people 

  

 
Cook 

  

2.1B 
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2.1B 
Skill I can My partner can 

 
Build things 

  

 
Provide customer service 

  

 
Sew 

  

 
Weld 

  

 

What are three more things you know how to do? 

 

1. I can ____________________________________________. 

2. I can ____________________________________________. 

3. I can ____________________________________________. 
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aȅ ²ƻǊƪ tǊŜŦŜǊŜƴŎŜǎ 
 

 

1. What jobs have you had in the past? 

 

 

 

 

2. What did you like about those jobs? Why? 

 

 

 

 

3. What are three things you enjoy doing? 

 

 

 

 

4. What job have you dreamed about doing? 

 

 

 

 

5. Do you like to work alone or as part of a team? 

  

 

 

 

6. Do you want to work for a small, medium, or large company? 

 

 

 

 

7. What is a business or job that fits your skills? 

 

 

2.1C 
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нΦн  LƴǘŜǊŜǎǘ tǊƻŦƛƭŜǊ 
 

Activity Overview  
This ŀŎǘƛǾƛǘȅ ƛŘŜƴǘƛŦƛŜǎ ǇŀǊǘƛŎƛǇŀƴǘǎΩ ƛƴǘŜǊŜǎǘǎ ǊŜƭated to 

work environment, personal abilities, and natural talents. 

Share this information with the employment team to 

ƛŘŜƴǘƛŦȅ ǇƻǘŜƴǘƛŀƭ Ƨƻō ƻǇǘƛƻƴǎ ǘƘŀǘ Ŧƛǘ ŎƭƛŜƴǘǎΩ ƛƴǘŜǊŜǎǘǎΦ 

Materials Needed 
¶ Whiteboard and markers 

¶ Interest Profiler Worksheet (2.2D) 

¶ Pens or pencils 

Procedures  
1. ²ǊƛǘŜ ǘƘŜ ǿƻǊŘ άLƴǘŜǊŜǎǘǎέ ƻƴ ǘƘŜ ōƻŀǊŘ ŀƴŘ ŀǎƪ ǇŀǊǘƛŎƛǇŀƴǘǎ ƛŦ ǘƘŜȅ ƪƴƻǿ ǘƘƛǎ ǿƻǊŘΦ 

Interests are things a person likes or enjoys doing. They are activities or topics that a 

person finds exciting. Like skills, personal interests are important to consider as one 

search for a job. 

 

2. Pass out copies of the Interest Profiler worksheet (2.2D). Explain that participants should 

read the questions and circle all of the things they enjoy doing. Encourage them to ask for 

explanations of any new words. 

 

3. ²ǊƛǘŜ ά¸Ŝǎέ ƻƴ ƻƴŜ ŜƴŘ ƻŦ ǘƘŜ ǿƘƛǘŜōƻŀǊŘ ŀƴŘ άbƻέ ƻƴ ǘƘŜ ƻǇǇƻǎƛǘŜ ŜƴŘΦ !ŦǘŜǊ 

participants complete the Interest Profiler, ask them to bring their worksheet and come 

to the whiteboard. Explain that for each activity or topic on the Interest Profiler, if the 

participant circled that activity, he or she ǎƘƻǳƭŘ ǎǘŀƴŘ ōȅ ǘƘŜ ά¸Ŝǎέ ǿǊitten on the 

whiteboard. If the participant did not circle that activity and does not enjoy it, he or she 

should stand on the opposite sƛŘŜ ƻŦ ǘƘŜ ǿƘƛǘŜōƻŀǊŘ ǳƴŘŜǊ άNƻΦέ 

 

4. Discussion questions: 

¶ How did your interests help you in your past job? 

¶ Can you think of jobs that fit your interests? 
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2.2D 
 

LƴǘŜǊŜǎǘ tǊƻŦƛƭŜǊ 
Circle all the activities or topics you enjoy. 

 
Work outside 

 
Work inside 

 
Write letters or poems 

 
Work with your hands 

 
Build things 

 
Carry heavy loads 

 
Work at night 

 
Work during the day 

 
Solve math and number 

problems 

 
Fix broken things  

around the house 

 
Draw pictures 

 
Play games with letters 
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2.2D 

 
Manage a store 

 
Operate a calculator  

Use a computer 

 
Repair cars 

 
Drive a truck 

 
Organize records 

 
Teach children 

 
Play an instrument 

 
Help people solve their 

problems 

 
Teach people or be a leader 

 
Cut hair 

 
Help sick people 

 
Invite people to my house 

 
Use machines 

 
Read maps and plans 

 


