KENTUCKY 4-H LESSON PLANNING GUIDE

Resume Construction
Time Needed
•

30 Minutes

Objectives/Outcomes
•
•

Skill/Grade Level
•

Grades 4th-8th

Core Area
•

Family and Consumer
Science

To give youth knowledge of and experience with creating and filling out
essential documents important to the employment process.
Participants will complete a fill-in resume worksheet.

Introduction to Content
A resume is a record of your professional work history. It usually includes the
following information: Name, address, contact information, objective or interest in
applying for job, Educational Background, Work history (newest/current position
listed first), Skills/Certifications, Hobbies/Interest, and References. It is broken down
into these categories to organize the information in an easy to follow format. After
talking with several local employers, we learned that there is no preferred layout
style or template for resume construction. The important factors were: to follow
format, accurate spelling and grammar, accurate job skill description (don’t overstate
your skills, be honest) and business references (include all reference information
upon applying).

Curriculum
Workforce Preparation & Career Readiness

Life Skills
•
•
•
•

Decision Making
Critical Thinking
Problem Solving
Goal Setting

Educational Standards
•
•
•
•

2.30
2.33
5.4
4.4

Core Curriculum
•
•

Workforce Preparation

Background Information
Written communication, online technology and the Internet have changed the way
employers conduct their hiring processes. Getting a job in today’s world can be very
competitive and seem very impersonal. A hand delivered cover letter and resume to
begin the employment process is mostly a thing of the past. Whether the job is a parttime hourly position or a full time salaried position, individuals must find ways to
differentiate themselves from the rest of the job applicant pool. Resumes, accurate
applications and catchy cover letters are ways to do that in our technology savvy
world.

Materials Needed
•
•
•

Pencil
Paper
Fill-in resume worksheet handout

Career Readiness

Learn more at www.kentucky4h.org or contact your county extension office.

Resume Construction
Getting Ready
•
•
•

Prepare learning environment
Prepare teaching materials
Become familiar with the different teaching strategies for each age level

Procedure (continued)
Use the fill-in resume worksheet handout from “Building Your Future” National 4HCCS Curriculum p.56 and 57 to get
a head start on organizing your personal information into a format you can then shape into an amazing resume!

Share/Process/Generalize (Reflect)
Share:
What did you do in this activity?
How did you prepare to complete this activity?
What was the importance of this activity?
Process:
What are some things to be careful of and discuss when completing this activity?
What does the information communicate to the employer?
Generalize:
How will you use this information or these documents in the future?
How will this activity help you in the future?

Learn more at www.kentucky4h.org or contact your county extension office.
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Resume Construction
Extended Learning

Apply
What are some other examples of personal information? (Birth date, where you go
to school, grade in school)
How can you continue to add skills to the worksheet you completed today?

Civic Engagement

With whom should you not share your personal information? (People online with the
Internet, strangers, unidentified people on the phone, etc.)

Supporting Projects/Events
Communications

Award & Recognition
Future Readiness

References
UK Cooperative Extension World of Work Book 3 page 14.- 1. See UK Cooperative Extension, World of
Work, Book 3 (date), for instructional information on cover letters; “Build Your Future” National 4HCCS
Curriculum

Volunteering

Junior Mentor/Teen

Authors
Dianna Reed, Extension Agent for 4-H Youth Development Education, Johnson
County; Charles E. Stamper, Ed.D., Extension Special Projects Coordinator 4-H Youth
Development Education, Editor; Jessica Watkins, Administrative Assistant,
Formatting
Learn more at www.kentucky4h.org or contact your county extension office.
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Resume Construction
Supplemental Materials:

NAME
[Address, City, ST ZIP Code] | [Telephone] | [Email]

QUALIFICATION HIGHLIGHTS
Look at the job description you are applying for and think about those requirements when listing your own
qualifications.

EDUCATION AND CERTIFICATIONS
What is you highest education completed?
Add any certifications you have obtained – (CPR, First Aid, CNA, etc.)

WORK EXPERIENCE (OR VOLUNTEER WORK)
[Dates]

[Job Title], [Company]
· This is the place for a brief summary of your key responsibilities and most stellar accomplishments.

[Dates]

[Job Title], [Company]
· This is the place for a brief summary of your key responsibilities and most stellar accomplishments.

ADDITIONAL STRENGTHS
Do you have computer skills?
What about your interpersonal skills?
Any customer service skills?
Character descriptions? (Reliable, hardworking, self-starter, integrity, honest, etc.)
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