PART I- RÉSUMÉ ROUGH DRAFT
Use the format of the outline provided on the next page to compose your rough draft.

Guidelines for point credit:

15 Points:  Résumé is well organized and neatly formatted.   It contains each section that is normally included in a résumé.  Dates of experience and education are in reverse chronological order.

14-10 Points:  Most of the résumé is well organized, but some aspect is left out, or in the wrong chronological order.  There may also be format problems such as a lack of alignment or centering.

9-0 Points:  The résumé is not well organized and/or two or more parts are left out.  Information is missing and there are many grammar and spelling mistakes.  The format may make the résumé difficult to follow.

A point will be subtracted for every spelling, capitalization, and grammar mistake.

PART II- REFERENCE LIST
References can be supervisors, co-workers, teachers, counselors, and neighbors.  References should not include friends and relatives.  Use the format of the outline provided to type your reference list.  You must have at least 3 references. Format according to the link provided and the example below.

http://www.docstoc.com/docs/46291712/Sample-Job-Reference-List---PDF
Name of Reference

Personal Address or Place of Work Address

City, State Zip Code

Phone Number

E-mail

PART III- RÉSUMÉ FINAL DRAFT
Your final draft should be typed and will again be graded according to the rough draft scale above, however, the points are doubled and points will be deducted due to poor format or alignment mistakes.

See the examples below

http://guidance.spps.org/sites/53385aa7-d627-400a-9c42-d9ff23a9c96b/uploads/juniors_-_writing_a_resume.pdf
http://jobsearch.about.com/library/samples/blhsresume.htm
Full name
Current address 

Phone number, including area code
Email address, if available
Objective.  Although an objective is optional, it tells the recruiter or human resource manager, at a glance, the type of position you are seeking.  If you are not targeting a specific type of position, you can leave this off your resume.  

Education.  As a current student or recent graduate, you will want to highlight your education by placing this section near the top of your resume. 

· Name of High School

· Street Number and Name

· City, State and Zip Code

· Dates attended: From Date – Present

· Graduation date or projected graduation date, or dates of attendance if no degree was complete.

Experience.  When describing your work or volunteer experience be sure to include:
·   Title of the position
·   Name of organization and location with city and state
·   Date of employment/involvement
·   Description of responsibilities beginning with action verbs (i.e Increased club size by 50 members and increased club activity participation over 100% from previous year)
·   Mention verifiable accomplishments
Company Name, Street Number and Name, City, State and Zip Code

Job Title, Date Employed

· Duties or Achievements

· Duties or Achievements

Suggestions for describing your experiences:
– Be action-oriented. Begin each sentence with an action verb. They attach significance to the position being described and also draw attention to desirable traits that employers are looking for.
– Describe your experiences in terms of accomplishments including the variety of tasks performed, including progressive increases in responsibility, if any.
– Include paid jobs, internships, volunteer community service, extracurricular projects involving leadership or teamwork, special academic research or honor projects, etc.
Additional Information.  This section can include languages, interests, extracurricular activities, volunteer experience, etc. 
Other Possibilities for Sections  Choose your headings based on the background and qualifications that are of interest to the prospective employer. Be descriptive in your selection of the heading.
– Honors and Awards
– Professional Affiliations (participation in field of interest)
– Community Service
– Outstanding Accomplishments
References.  State that References are available upon request 
