Section2: Identifying Skills and
ResumeCreation

Aresumeis the mostcriticaldocumentneededwhen looking for a jolResumesre notexclusive
to the U.S, howeverother countries have different approaelsto the professionatontent and

HIGHER, A TECHNICAL ASSISTANCE PROGRAM: Lutheran Immigration ar@krRieigeeeived $225,000
through competitive funding through the U.S. Department of Health and Human Services, Administration for
Children and Families, Grant #90RB0029The project is financed 100 percent with federal funds. The contents of
this websie are solely the responsibility of the authors and do not necessarily represent the official views of the U.S.
Department of Health and Human Services, Administration for Children and Families.
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designof a resume. Iraqi refugees afdeciallmmigrantVisa(SIVholderswill often havesixto-
eightpage resumes that include their marital status and pheatbereas aesumein Laos will list
only professional referencesWhile others maynot have had the opportunity to develop a
resume before arriving in the U.SThis sectionwill teach participants how to prepare an
Americanstyle resume and identify all their skills fronadlitional and nontraditional jobs avork
experiences they may have held in refugee camps.

Identifying participan@ @ersonal skillgelated to the job descriptiorand including them ora
resumepositionsthe job-seekeras an ideal candidate for a job apieg. Discoveringarticipan Q
capabilitiesthrough the activities injob readiness classemproves theS Y LJ 2 @ YSy i
strategy for job placements heactivities in this section help determine refugeeSstrengths
and weakess and what type of wotk availablen the United States.

Understandingthe danguagé of skillsempowersclientsto communicateeffectively and to
discuss their skillwith employment staff, volunteers, and potential employeksesumeis atool
to communicate the personakals, abilities, and accomplishments of afedeker Resumes are
quick advertisement®or each client and aressential tanovingan employment searctorward.
All clients ned personalizedand updatedresumes throughout the job-search procss. This
section guidsparticipants in creating carefullywritten and critiquedresume, with the ultimate
goal of secungjob interviews

Learning Objectives
After completing the activities iBectior2: Identifying Skills anBResumeCreation participants
will be able to
w Articulatepersonal skills and interests
w ldentifythe purpose of aesumeand name the five main resume sections
w Createaresumethat accurately reflects personal skills, abilities, and accomplishments
w Understandwhat hiring manageslook for in a qualityesume

Key Vocabulary

Skill: something you know how to do
Interest: something you like to do

Resumewritten document that captures quick overview of personal skills, abilities,
and accomplishments

Contact Information:name, address, email, and phone number
Work History:previous jobs ithe U.S and other countries
Education:high school, university, and/or training center name and location

Referencespeople you know who can spegbsitivelyabout 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.

21 Skills ChecklistSelfassessment of skills and interests

Skillsfor Success Worksheet 2.1A
SkillsChecklist- Worksheet 21B
My Work PreferencesWorksheet 21C
2.2 Interest Profiler:ldentify work environment preferences, personal abilities, and
natural talents
Interest Profiler- Worksheet 22D
2.3 What Is a Resume®nderstanding the purpose and contents of a resume
Resumeey Vocabulary Cards 2.3E
Resumdnformation Matching Cards 2.3F
YIFalFYoAQa {FYLXS wSadzys 2.3G
24 Creating Your Resum&ey tips for drafting a resume
ResumeTip Sheet 24H
My ResumeNorksheet 241

25 . 2dzQNB ReXi@ving r2surieHips and best practices
Three Sampl&esums 25

2.6 Additional Resources

*Indicates activity works well for a wide range of English levels or that a beginner English level
extension option igncluded. Norasterisked activities are appropriate for participants with
intermediate to advanced English levels.
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ActivityOverview

This seHreflective activity prompts participants tg
consider their experiencge interests, and skills in
preparation for communicating them onrasume in job
applications, and during interviews

MaterialsNeeded

1 Whiteboard and markers

9 Skills for Succe¥¥orksheet 2.1A)

1 Skills Checklistorksheet(2.1B)

1 My Work Preferenced/orksheet 2.1Q for extension option

1 Pens or pencils

Procedures

1.2 NAGS GKS g2NR a{{Atfta¢eg¢ 2y (GKS 023%kiNsRe I YR | :
thingsa persorknows how to do.Knowingonesskills is importantwhen looking for a job
because jobseekers need to beeady to tell others aboutheir skills in a job application
or interview.

2. Pass out theskills for Succes®rksheetm! 0 YR NBFR tF Q& ai2NE:
few minutes toreadthe discussion questiorand thenreview answers together

3. Ask participants to think about skills they hatass out theSkills Checklistorksheets
(2.1B) Explan that participants will have fiveninutes to make a checkmark in the middle
column for skills theyppave Modelwriting a checknark in the middle column for the first
a1 ACare:2 N9 OKAf RNBY o€

4. After five minutes,askparticipantsto find a partnerand taketurns asking their partner
abouthis or herskills. Encourage them to usiee followingsentencestructure:a / 'y € 2 dz
cook?Yes, | cagooké a2 RSt |y SEI YldfpSrtcipanti K | @2 dzy i S

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

0KSANI LI NI ythidgrdcturga { Af f a3 dza Ay 3
| canuse a computer
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6. Ask participants what other skills they have in addition to those on the checkilist.

7. Discussion questions:
1 Why is it important to know youown skills?

1 How will your experiencehelp you when you start working in the U.S.?

ExtensiorOptions

1 My Work PreferencesUse theMy Work Preferenceworksheet(2.1C) asan additional
classroom activity or as homework assignmentfor intermediate/advancedEnglish
speakersreviewing answers in the next class session.
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Circle any new words.

tl g R2SayQi 1y2¢ oKIFG [
the United States. He thinks about his past job a :
farmer. He likedgrowing plants, workng with his
hands and seling vegetables to customers. Pa
likes to work outside and thinks he would like =
work for a small company.

Paw visits his resettlement agenoyne day and
learns about three different job openings. The firt. ,
iswashing disheat a hote| the second is wolikg at a gardening centgand the third is cleaning
at a hospitalPaw knows he needs to start working soon to earn money for his family. Which jol
should he apply for first?

1. What job did Paw have in the past?

2. What skills did Paw lea from his pasjob?

3. Whatskills are needed for each of th&b openings Paw hedrbout at his resettlement
agency?

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

O
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Write aV by things you know how to do. Then ask your partner what skills they have

2.1B
| KSO1f A

Skill

| can

My partner can

— -
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Skill | can My partner can

What are three more things you know how to do?

1. lcan

2. lcan

3. lcan
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1. What jobs have you had in the past?

2. What did you like about those job&¥hy?

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. Doyou want to work for a small, medium, or large company?

7. What is a business or job that fits yakills?
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ActivityOverview

Thist OGAGAGE ARSYdATASated Sl
work environmentpersonal abilities, and natural talents
Share this information with theemployment team to
ARSYGATe LRGSYGALf 2206 2

MaterialsNeeded

1 Whiteboard and markers
1 Interest ProfilemMorksheet(2.2D)
1 Pens or pencils

Procedures
1.2 NAGS (GKS ¢2NR aLYyGSNBadaégd 2y (GKS o621 NR |
Interestsare thingsa personlikes or enjoys doing They are activities or topics that
person finds excitingLike skills, personal interests are important to consideomes
search for a job.

2. Pass outopies ofthe Interest Profileworksheet(2.2D) Explain that participantshould
read the questions andircle all of the things they enjoy doirigncourage tbm to ask for
explanations of any new words.

3.2NAGS da, Saé¢ 2y 2yS SyoRh2ZF 2¥K Si KEK A20L8L8223 ANIRS
participantscompletethe Interest Profilerask them tdoring their worksheet andome
to the whiteboard. Explain thator eachactivity or topic on thelnterest Profilerif the
participant circled that activityhe orshea K2 dz2f R a i y R itterdon thk S &, S
whiteboard. If the participantid not circle that activity and does not enjoyhe or she
should stand on thepposite 4 RS 2 F (1 KS gKRAGSo621 NR dzy RSNJ a

4. Discussion questions:

1 How did your interests help you in your past job?
1 Can you think of jobs that fit your interests?

10
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Circle all the actities or topics you enjoy.

Pay

B

Write letters or poems

Solhe math and number
problems

Fix broken things
around the house

Draw pictures

P

Play games with letters

11



Section2: Identifying Skills and Resume Creation

2.2D

, bl
Manage astore

Operate a calculator

Use a computer

Repair cars

Drive a truck

Organizeaecords

Teach children

Play an instrument

Help people solve their
problems

Teach people or be a leade

Cut hair

Help sick people

Invite people to mynouse

Use machines

Read maps and plans

12



