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Module: Writing   

Lesson Title: Writing a Professional Resume 

Standards  

Florida Adult Basic Education                                 
Reading Standards 

Level Expectation 

Use technology, including the Internet, to 
produce and publish writing, and to interact 
and collaborate with others (CCR.WR.ABE 6). 

 
 

NRS LEVEL 3 - With some guidance and 
support, use technology, including the 
Internet, to produce and publish writing as 
well as to interact and collaborate with 
others; demonstrate sufficient command of 
keyboarding skills to type a minimum of one 
page in a single sitting.  Produce a one page 
resume. (CCR.WR.ABE.6.3a) 

Interpreting the Standard 
1 

Standards 
2 

Skills Included 
in the 

Standard 

3 
Concepts 

Included in 
the Standard 

4 
Through a 
Particular 
Context 

5 
Cognitive 

Demand/Levels 
of Thinking 

6 
Sample Activity 

Use technology, 

including the 

Internet, to 

produce and 

publish writing, 

and to interact 

and collaborate 

with others 

(CCR.WR.ABE.6). 

use  

 

produce and 

publish 

technology 

 

writing sample 

real-world task 

of crafting a 

resume 

DOK 4  Students will 

produce a 

professional 

resume using 

the steps of the 

writing process: 

planning, 

drafting, 

revising, editing 

and publishing 

utilizing an 

online program 

e.g., Microsoft 

Word.   

 

Objectives of the Lesson 

Students will:  

 Draft, revise, edit, and publish a professional resume using Microsoft Word  
 

Materials 

 PowerPoint on Writing a Professional Resume 
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 Computer access with Microsoft Word 

 Resume Writing Tutorial - http://www.gcflearnfree.org/resumewriting 

 Free Resume Builder, such as: Get Noticed First 

http://www.getnoticedfirst.com/new_GNF/index.cfm 

 Handout: List of a Variety of Work Skills 

 Handout: Resume Template Entry Level 

 Handout: Sample Resume Template – No Work Experience 

 Handout: Samples of Resume Objectives 

 Handout: Resume Planning Sheet 

 Handout: Resume Checklist  

 Handout: Resume Peer Editing Checklist 

Instructional Plan 

Overview 

In this lesson, students will utilize the writing process to draft, revise, edit, and publish a professional resume 

using Microsoft Word. 

Process 

The teacher can use the PowerPoint on Writing a Professional Resume to review with students the purpose 

and steps of writing a professional resume. Students will use the Steps of the Writing Process to write their 

professional resumes: plan, draft, revise, edit and publish. 

Students will be able to use a resume builder or Microsoft Word to build their resume. Students will have a 

Resume Planning Sheet they can utilize to collect and gather the necessary information for their resume. 

They will also have additional resources available e.g., List of a Variety of Work Skills, two resume templates 

(no work experience and entry level) and a Resume Editing Checklist 

http://gettingthejob.wikispaces.com/file/view/Resume+Checklist.pdf to assist them in revising and editing 

their own drafts or they can engage in peer editing and use the Resume Peer Editing Checklist. 

Once students have revised and edited their drafts, they can publish their final copy using Microsoft Word. 

The teacher can use the Amherst Career Center Resume Rubric handout to provide feedback to students on 

their resumes. 

If more background information or scaffolding is needed the teacher can use the Resume Writing Tutorial 

located on http://www.gcflearnfree.org/resumewriting to provide students with a review. The tutorial 

includes the following:  

Developing Your Resume 

1. Why You need a Resume 

2. Resume Formats – Choosing the Right One 

3. Resume Tips and Strategies 

http://www.gcflearnfree.org/resumewriting
http://www.getnoticedfirst.com/new_GNF/index.cfm
http://gettingthejob.wikispaces.com/file/view/Resume+Checklist.pdf
http://www.gcflearnfree.org/resumewriting
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Including the Right Information  

4. Contact Information 

5. Objectives, Summaries or Professional Profiles 

6. Employment History 

7. Educational Information 

8. Additional Information & References 

Using Your Resume Online 

9. Preparing Your Resume for the Internet 

Extras 

 Gallery of Sample Resumes 

 Create a Cyber-Safe Resume 

 Resume Resources 

 Quiz 

 

Sample Debriefing Questions 

 What is the purpose for writing a professional resume? 

 Who is the audience?  

 How will you organize the information and prepare to plan your writing?  

 Did you use vocabulary that is appropriate for the purpose and the audience?  

 Is your writing free of writing convention errors?  

 Does your writing meet the needs of your audience?  

 Does your writing achieve your purpose?  
 How can the Internet serve as a tool for production, publication, and collaboration?  

 How will your writing be easily updated? What software will you use to create this document?  

Modifications for Different Levels 

If more background information and/or scaffolding is needed the teacher can use the Resume Writing 

Tutorial located on http://www.gcflearnfree.org/resumewriting to provide students with a review.  

Assessments/Extensions 

Provide students with an extension activity and opportunity to draft, revise, edit and publish a cover letter to 

accompany their professional resume.  Students will also be required to create the cover letter using 

Microsoft Word.   

http://www.gcflearnfree.org/resumewriting
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Your Name: _____________________________        Partner’s Name: __________________________ 

Resume Peer Editing Checklist 

Directions: Exchange resume drafts with your partner. Complete the peer editing checklist based on 

their draft, and be sure to discuss your comments with them, and try to explain how they might make 

themselves stand out more as a job applicant. 

 

Does this resume include… 

 Full, formal name at the top, in a large font?     Yes No 

 Contact information? (Circle all that apply.)    Phone  Address    Email Address 

 A professional-looking email address?      Yes No 

 An objective that begins with an infinitive phrase (To (verb))?   Yes No 

 

 Appropriate and accurate information about education?    Yes No 

 Thorough work/other experience?      Yes No 

o If nothing is listed, talk to your peer to help them come up with something. 

 A list of activities or jobs performed under each listing of experience?  Yes No 

o Does each activity/job performed begin with an active verb?  Yes No 

o Are there equal numbers of activities/jobs performed for each job? Yes No 

o Give a suggestion for improving the wording of the activities/jobs performed on the 

rough draft. 

 A completed section with related skills or extracurricular activities?  Yes No   

 Dates involved by each job, experience, or extracurricular activity?  Yes No 

 Awards/honors (and dates received) included?   Yes No Yes – No dates  

 Non-family/friend references listed on a separate sheet?   Yes No 

o Do the references have titles and contact information? Yes No Yes – 1 of the 2 

 Absolutely PERFECT spelling and grammar?     Yes No 

o Identify errors on resume: 

 

o Give a suggestion for making the formatting of the resume more appealing and/or 

easier for someone to read and find information: 
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If you were an employer, what would appeal to you about this resume (what are its strengths)? 

If you were an employer, what about this resume would give you doubts about the applicant (what are 

its weaknesses)? 

 

 

 

 

 

 

Now, please pass the resume and this sheet back to the writer, and discuss the peer editing section 

you just filled out. 

 

After discussing with your partner, what are some changes you are going to make to your resume? 

  

  

  

  

  

  

 

*Remember – if you need help adding ACTIVE VERBS to your lists of activities/jobs performed (under 

each experience), use this website: http://www.quintcareers.com/action_alpha.html 

 

 

 

 

 

 

Adapted from: www.berkleyschools.org  

http://www.quintcareers.com/action_alpha.html
http://www.berkleyschools.org/
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Retrieved from the World Wide Web at: 
https://www.amherst.edu/media/view/299600/original/ASIP%2BRubric%2Bfor%2BCover%2BLetters%2
Band%2BResumes.pdf 

https://www.amherst.edu/media/view/299600/original/ASIP%2BRubric%2Bfor%2BCover%2BLetters%2Band%2BResumes.pdf
https://www.amherst.edu/media/view/299600/original/ASIP%2BRubric%2Bfor%2BCover%2BLetters%2Band%2BResumes.pdf
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