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WORKSHOP OBJECTIVE
This workshop will teach you the skills needed to prepare or revise an effective resume with confidence. Learn how to develop a resume that best reflects your accomplishments, skills, and experiences in relation to a job you are applying for.

WHAT IS A RESUME 
____________________________________________________________________________________________________________________________________________________________

DEVELOPING A RESUME
· Research using the _______________________________________ and current job postings
·  Analyze the job posting for ________________________
·  Analyze your _________________________ for relevant skill areas
·  Create a list of ___________________________
·  Choose the _____________________ that works best for you
·  Write _____________________ phrases

PARTS OF A RESUME
	Heading
	

	Objective
	

	Profile / Career Overview / Summary / Qualifications
	

	Professional / Work Experience / Employment History
	

	Education & Training
	

	References
	



RESUME STYLES
	Functional
	Chronological
	Combination

	
	
	



ACCOMPLISHMENT STATEMENTS
____________________________________________________________________________________________________________________________________________________________


	Keyword
	Description
	Value Added

	
	
	

	
	
	

	
	
	

	
	
	



REFERENCES
What information should you provide?
· ________________________________________________________________________________________________________________________________________________
Reminder: Thank your references…
· ________________________________________________________________________
· ________________________________________________________________________
Additional Notes:
________________________________________________________________________________________________________________________________________________
________________________________________________________________________
RESUME DOS AND DON’TS
	[bookmark: _GoBack]Dos
	Don’ts

	
	


 
Check out our calendars to sign up for future workshops and training opportunities!
	[image: ]
Call: 1-866-592-6278                                              
Email: info@jobskills.org                                                 
Visit: www.jobskills.org
	
We are here to support you with your employment needs.
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Call: 1-877-761-1155                                              
Email: info@welcomecentre.ca                                                 
Visit: www.welcomecentre.ca



image1.jpeg




image2.png




image3.png
Welcpm

entre
f Tmmigrant
~ Services

York Region




