CD-ROM ACTIVITY 17-1





Instructions:  As you know, searching for and obtaining a position in a company takes time, patience, and planning.  One of the components of your plan is an up-to-date résumé that is developed specifically for a particular position for which you are applying.





Search the job postings at your Career Center, network to locate a position that is open, or find a classified advertisement in the local newspaper that you think you are qualified to fill.





Develop a résumé that will show your education, work experience, and other qualifications to their best advantage.  You may choose a chronological, functional (skills), or combination résumé.  Be sure that the format you choose is appropriate for you and the position for which you are applying.





Submit your résumé to your instructor for evaluation.





After your instructor returns your résumé with corrections/suggestions, prepare it in a scannable format. Ask your instructor for suggestions to make your résumé more useful.














