

English Instructional Plan 
[bookmark: _heading=h.gjdgxs]English Instructional Plan –  The Elements of an Effective Resume
Primary Strand: 11.6, 12.6 Writing

Integrated Strand/s: 12.1, 12.2 Communication and Multimodal Literacy

Essential Understanding: 
A resume is a form of writing that must be developed with a particular awareness of audience and purpose. 

Essential Knowledge, Skills, and Processes:	
· use effective rhetorical appeals to establish credibility and persuade the intended audience
· develop technical writings (e.g., job description, questionnaire, job application, or business communication) that address clearly identified audiences and have clearly identified purposes
· complete employment forms (e.g. résumé, personal qualifications in a letter of application)

Primary SOL:	
12.6i Write to clearly describe personal qualifications for potential occupational or educational opportunities

Reinforced (Related Standard) SOL: 12.6h

Academic Background/Language:	resume, infographic, cover letter

Materials: copies of cover letters, resumes, digital resumes, and infographics that detail the traits of an effective resume/cover letter

Student/Teacher Actions: What should students be doing? What should teachers be doing?
· Put students into small groups.  Provide students with examples of effective cover letters, resumes (annotated sample attached), digital resumes, and infographics that detail what an effective resume looks like. 
· Students will independently analyze the handouts and record observations.  (What do they notice? What stands out? What are common elements?) 
· Pick a recorder and a reporter.  One at a time, students share their findings with the group.  The recorder takes notes.   
· Next, the group uses their observations to come to a consensus on what they believe the top three-five rules of the resume and cover letter to be. The reporter will share the group consensus with the entire class.  Keep a record of responses where everyone can see them -- put a check mark beside duplicate answers.  Use the responses to facilitate a discussion about effective cover letter and resume writing. 
· Research a person of interest (world leader, celebrity, athlete, author, book character, etc.) and complete a brief career and life history. Then, using the rules the class established for an effective resume, create a resume and cover letter for that person. Receive peer or teacher feedback and apply that feedback to create a personal resume and cover letter.  
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Assessment  (Diagnostic, Formative, Summative)
· Complete a 3x3 summarization of the lesson. 
· Write a summary of the lesson/text in 10-15 words.
· Write a summary of the lesson/text in 30-50 words.
· Write a summary of the lesson/text in 75-100 words. 
Extensions and Connections (for all students)
· View examples of and create a digital resume. 
· Participate in mock job interviews.

Strategies for Differentiation
· Provide resume templates 



Note: The following pages are intended for classroom use for students as a visual aid to learning.









Sample from: Businessinsider.com
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@ Executive summary FINANCIAL ANALYSIS & REPORTING

Fluent in
Spanish. Core competencies include:

Financial Reporting + Project Management - Financial Analysis « Financial Statements - Statistical Anal Keywords
Corporate Finance & Financial Senices - Markel Analysis - Gt Relations - Sttégie Planning« Forécasiing

PROFESSIONAL EXPERIENCE

COMPANY ABC - New York, NY Reversachrenal

Financial Analyst @) Company description
Prepares financial presentations for senior management by incorporating new and existing reports along with
analysis of business trends for Company ABC's $2.1 ion Nutrition segment. Supports the development of
executive reports, presentations and ad-hoc reporting capabilities. Formulates annual operating budgets and
monthly forecasts, and tracks team spending for budget exceeding $1.3 million.

by employing a new procedure which streamlined

the business's vendor relationships @) Quantifies achievements
s Improved spending reports to enhance clarity of expenses and increase efficiency for ten different groups

(Conducted fnanicial analysis o support seniorleadership vith developing the business segment’ fong-
range fnancialplan of more than $30 bilion over the next five years (T Result and cause format
@ Bullet points

ORGANIZATION ZYX + New York, NY + 2008 — 2010
Leading provider of investment advisory services with a core focus institutional investors such as such as Pension
Funds, Endowment Funds, and Foundations, and high net worth individuals.

Performance Analyst
Responsible for conducting quantitative analysis of index statistics and market data, performing benchmark
analysis, and compiling performance data for more than ten Pension Fund clients ranging in value from $15 million
to $1.2 billion. Utilizes in-house financial software systems to provide analytical, financial and presentation support
for the account management activities surrounding quarterly earnings meetings and ad hoc monthly reports.

- Within first three weeks in the organization, one of the company's largest clients,
valued at 1.2 bilion with more than 100 money managers. @8 N pronouns

+ Increased data mining 62% by creating a more efficient process to collect information from money
managers.

« Reorganized and streamiined database of global indices to provide intra-quarterly returns.

[EDUCATION (D) Education listed at bottom

Bachelor of Science in Business Administration (cum laude)
SYRACUSE UNIVERSITY « Syracuse, NY * 2008

TECHNICAL SKILLS

Proficient in Microsoft Office Suite: advanced Excel - Word - Power Point + Outlook + Access
QuickBooks Software + In-house proprietary financial software + SAP
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