Project 3

Preparing a Career Portfolio 

In Module 3, you will learn about the different components required to assemble a job resume or curriculum vitae. You will gather and categorize your own personal information and determine a career objective before composing a functional type of resume. You will also examine interviewing tips and techniques before participating in a mock-interview role play.  Finally, you will assemble all of your job career findings from previous project exercises to create a digital career portfolio for presentation.
Job Resumes (or CVs)

A resume (or CV, short for ‘curriculum vitae’ which means “course of life” in Latin), should provide a positive, accurate overview of a job-seeker’s experiences, qualifications, skills, interests and education. Resumes are commonly used in North America, while CV’s are used mainly in Europe or internationally. The major difference between a CV and a resume is its length (the standard CV is between 2 and 8 pages long where the standard resume is between 1 and 2 pages long). 
A resume is a great marketing piece to help sell oneself to a potential employer and obtain an interview.  A solid resume highlights a person’s strengths and accomplishments. All resumes must include contact information, experience and educational background:

· Contact information: This includes name, address, phone number and email address.

· Experience: This section includes the name and address of present or past employers, positions, responsibilities, and accomplishments.

· Education: This section includes educational background, certificates, and relevant training.  It also includes the name and address of schools, year of completion, and degrees, diplomas, and field of study.

The web sites below provide more general information on resume writing and resume do’s and don’ts:

Introduction to Resume Writing
http://icpac.indiana.edu/careers/resume/gather.xml
Provides step-by-step information on writing resumes.  You will need to click “Non-Indiana User”.

Career Planning Section 1: Overview
http://www.soicc.state.nc.us/soicc/planning/c3cc.htm
Scroll down to view information on writing resumes.  This site contains a list of do’s and don’ts.  Also contains a list of verbs to use in a resume.

Resume Tutorial
http://www.acinet.org/acinet/resume/resume_intro.asp
Provides a step-by-step tutorial on writing resumes.

Quintessential Careers: Resume Tutorial
http://www.quintcareers.com/resume_tutorial/tutorial_1.html
Another tutorial for writing a resume.

Your Guide to Resume Writing
http://www.jobweb.com/Resumes_Interviews/resume_guide/how_to.htm
Provides a resume outline guide.

Step One: Determine Career Objective

The first step in writing a resume is to determine a career objective. [Note: Not all resumes include a career or job objective, especially for those who are unsure about what they want to do, or for those who will accept a variety of positions.] A career objective shows that the job-seeker has a clear focus and an established goal. It may state the following things:

· the type of business or career area being sought

· the job title or level of position

· the major strengths being offered
Exercise 3.1: Step One Resume Writing - Career Objective

Students will write two career objectives. The first objective will be for a job they could apply for today. The second objective will be for a future job. 
A sample is provided below:
	Type of Business
	Career Title or Level of Position
	Career Objective or Goal and Major Strengths Offered

	(CURRENT)

Retail Business
	Retail Sales Clerk
	To obtain an entry level position in sales using my strengths with talking to and persuading people.

	(FUTURE)

Retail Business
	Retail Manager
	To obtain a position as management trainee within the retail fashion industry.


Now it’s your turn:

	Type of Business
	Career Title or Level of Position
	Career Objective or Goal and Major Strengths Offered

	(CURRENT)


	
	

	(FUTURE)


	
	


Step Two: Gather and Organize Information

The next step in writing a resume is to gather and organize information about one’s background and interests.  This list should include:

· job experiences and responsibilities, including accomplishments

· skills

· activities

· education, includes training

· awards (if any)

· interests/hobbies

Exercise 3.2: Step Two Resume Writing – Gathering and Organizing Information

You will gather information about yourself that is important to include in any type of resume and organize it into the following chart.

	Job Experiences

· Include full-time or part-time work, summer jobs, occasional jobs, internships, field work, and special projects 

· (List employers and dates of employment, usually the most recent first)

· Each Job Experience should Include the following:

· Job responsibilities

· Job accomplishments (described with action verbs)

	My Job Experiences



	Skills (general)
· List and briefly describe individual strength areas (i.e., foreign language skills, team player, etc.)

	My Skills


	Activities 

· (both volunteer and school-related, including membership or leadership positions in clubs, organizations of all kinds, athletic teams, etc.)

	My Activities


	Education 

· (include high school and other educational experiences, such as training programs, community college or summer study courses, seminars, etc.)

	My Education


	Awards

· (List any awards received, if any. Skip if doesn’t apply)

	My Awards



	Interests/Hobbies

· (Choose to list four or five non-controversial items)

	My Interests/Hobbies




Step Three: Develop a Resume

There are two common styles or ways of organizing and presenting resume information to the reader: chronological and functional.

· Chronological Resume: organizes experiences around jobs which are listed in reverse chronological order.  This is the most common style and is good for people with a steady work history.

· Functional Resume: organizes experiences thematically around job skills. Employment history is rearranged to highlight areas of skills and accomplishments. This type of resume is good for people who have not held many jobs or those who have inconsistent work histories.

You will be writing a functional resume. Below are sites that contain samples of functional resumes:

Quintessential Careers: Resume Tutorial: Functional Resumes
http://www.quintcareers.com/resume_tutorial/tutorial_7.html
Click on the two samples of functional resumes, and other information on how to construct a functional resume.

Functional Resume Example
http://www.alec.co.uk/resume_writing/resume_example_functional.htm 
From a British career development website.

Sample Functional Resume
http://www.msucareerpassport.com/resume/resume-03.html 

Exercise 3.3: Step Three Resume Writing – Develop a Functional Resume

In this exercise, you will create a functional style resume. The detailed guide, Step-by-Step Word: Resume and the Word template Resume, both provide assistance in writing your resume using Microsoft Word.  A sample outline is provided below.

Functional Resume Outline

	Name of Student
Address Line 1
Address Line 2
Phone Number
E-mail address



	OBJECTIVE:

	GENERAL SKILLS:

	ACTIVITIES:

	EDUCATION:     Dates           High School

	EXPERIENCES:

	AWARDS:

	INTERESTS/HOBBIES:


It is extremely important that you have several classmates proofread your resume. Potential employers are not impressed by careless spelling and grammatical errors in a resume. 

Your teacher will be giving you a Resume Rubric that shows how you will be evaluated.

Job Interviews

As we’ve learned, a resume should provide a potential employer with contact information and a summary of one’s job experience and background. If a resume is effective, it should hopefully lead to a request for a job interview. 

An interview is a person’s chance to tell the employer what one has learned from one’s accomplishments, and provides the opportunity to convey interest in the position and to present the skills that could be brought to the job. An interview is also a chance to assess if the position and company are a good fit for the potential employee. 

Before an interview, the job-seeker is strongly encouraged to plan ahead, research the company, and to learn as much as possible about the company’s types of products, competitors, locations, and future plans.  Also, interviewees should be knowledgeable about the contents of their resume, and be prepared to confidently explain what strengths and accomplishments would be an asset to the company. The final part of preparation for an interview is to practice answering potential questions with a friend or by rehearsing with a videotape for playback and critiquing purposes.

Below are some tips when one arrives at the interview:

· Dress appropriately

· Be prompt

· Show interest and maintain eye-contact

· Speak in a clear and concise voice

· Ask for clarification if the question is unclear

· Appear confident

· Send a Thank you note within a day or two

Below are some web sites with additional helpful information on successful job interviewing:

Quintessential Careers: Informational Interviewing Tutorial
http://www.quintcareers.com/informational_interviewing.html 
Information on interviewing.

Ten Steps to a Successful Interview
http://www.jobweb.com/Resources/Library/Interviews/10_Steps_to_a_02_01.htm 
Provides ten simple steps to remember when going to an interview.

Job Interview Quiz
http://www.thomasmore.edu/career/jobs1/test.html
Ten question quiz on do’s and don’ts of interviewing.

Parts of an Interview
http://www.thomasmore.edu/career/jobs/interview-parts.html
Information on preparing for an interview.

Guide to Interviewing
http://www.brandeis.edu/hiatt/hiatt_interviewing.html
Information and tips on interviewing.

EuroGraduate: Career Planning
http://www.eurograduate.com/plan2.html 
Provides tips on how to present a CV and prepare for a job interview in any European country.

Exercise 3.4: Mock Interview

In teams of three or four, you will rehearse for a job interview by assuming various roles. It is important for you to be prepared to answer all of the possible kinds of questions to be asked. You will have the opportunity to play all three roles (in each of the approximately 5-10 minute sessions) in rotation:

· Interviewee - Be interviewed for a potential job

· Employer - Conduct the interview

· Observer(s) - Observe the interview 

Your role-played interview will begin with the interviewee opening a door, entering a room, shaking hands with the employer, and introducing yourself. At the conclusion of each role-play session, your group is to ‘de-brief’ the experience for another 5-10 minutes, by discussing the role-play with the observer leading the discussion.

	Roles of 
	Suggested Role-Play Content

	Interviewee
	Remember that hiring decisions are often made in the first 30 seconds to one minute of an interview.

The interviewee should bring two things to the interview:

(1) Resume (Exercise 3.3)

(2) In-depth research about one selected career (Exercise 2.4)

Be prepared for the kinds of general questions that the employer might ask. See below.

During the interview, it is also important for the interviewee to ask some questions, because this indicates an interest in the position, and one’s knowledge. However, it is recommended that this should only be a minor part of this role-play. 

Here are the kinds of questions an interviewee often asks:

1. How would you describe the ideal candidate for this position?

2. How is someone’s work performance evaluated in this position?

3. What advancement opportunities are available?

4. Is this a newly-created position or would I be replacing someone?

5. What are the kinds of challenges that this job poses?

6. Advice: Don’t ask questions about salary or benefits, unless the employer brings the subject up.

In the final moments of the interview, it is important for the interviewee to thank the employer for the job interview, summarize one’s qualifications, emphasize a point made earlier, and repeat an interest in the position. 

	Employer
	The employer will role-play a Human Resources/Personnel officer for a company that offers a position that matches the career goal interest(s) of the interviewee. For a few minutes before the actual role-play begins, the employer should quickly read the resume and career research brought by the job-seeker. Then, after conferring with the job-seeker, they should both agree upon the job title of the position that is being sought within the company.

These are the kinds of general questions suitable to ask the interviewee:

1. Tell me about yourself.

2. Why should we hire you?

3. How would you describe yourself? (What five words describe you best?) How would others describe you?

4. Can you work well under tight deadlines or pressure?

5. What are your strong and weak points?

6. What do you look for in a job?

7. Describe an incident where you went above and beyond the call of duty.

8. What specific career goal have you established for your life? What specific influences pointed you toward that career?

9. Describe your ‘ideal’ job following graduation.

10. What qualities, accomplishments, or personal experiences will make you successful in this job?

11. What really motivates you?

12. How would you describe yourself in terms of your ability to work as a member of a team? 

13. What do you expect to be doing in five years?

14. Tell me about a major problem you recently handled. Were you successful in resolving it?

15. How would you evaluate your ability to deal with conflict? 

16. Do you have any questions?



	Observer(s)
	The observer should be attentive to the interview, evaluate the performance of the interviewee, and be able to recognize the qualities of a good interview. The observer should be ready to lead the debriefing at the conclusion of the role-play. The observer should report on the following:

1. How responsive, interested, and alert was the interviewee?

2. Did the interviewee communicate clearly and effectively?

3. What were the interviewee’s strengths during the interview? Weaknesses?

4. Ask the interviewee to report on how they thought they did and how they could have done it differently. 


Career Spotlight

As a culminating exercise, you will create and then present a PowerPoint slide show on the career information that you have researched throughout the entire project.  

Your teacher will be giving you a Career Portfolio Presentation Rubric that shows how you will be evaluated.

Exercise 3.5: Career Portfolio Presentation

You will create and also present a digital career portfolio, no more than 10 minutes in length. To do this, you will assemble together all of your previously-completed work in this project into a PowerPoint presentation. The Step-by-Step PowerPoint: Career Portfolio guide will assist you in creating your digital portfolio. The digital portfolio will include the following, at a minimum:

1. Title slide – student’s name, date, future career objective (Exercise 3.1).

2. Result of Career Interest and Style Color Code Assessment (Exercise 1.1).

3. Result of Career Interest RAISEC Code Assessment and list of potential career interests (Exercise 1.3)

4. In-depth Research on Career Choice - three to four slides (Exercise 2.4).

5. Preparation and Training Required for Career Choice - Majors and Educational Institutions (Exercise 2.5)

6. Highlights of Functional Resume (Exercise 3.3)
a. Two to four slides highlighting sections of your choice

b. One slide which hyperlinks to actual resume 

7. Conclusion
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