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PROFICIENCY LEVEL FOUR
PO: SENSIBLE LIVING 

PO/EO:
406.02a

ENABLING OBJECTIVE:
Identify the components of a resume.


REFERENCE(S):
A.
A-CR-CCP-269/PH-001 Level Four Course Training Plan





Chapter 4, Pages 40-41.

B.
A-CR-CCP-267/PT-001 Level Four Handbook




Chapter 5, Articles 1-21, Pages 1-4.

SUPPLEMENTARY REF(S):
N/A

TRAINING AID(S):

A.
OHP 





B.
OHP slides

LEARNING AID(S):

A.
A-CR-CCP-269/PT-001 Level Four Handbook





B.
Handout #1 – A Sample Resumé
TEACHING POINT(S):
A.
The Resumé 





B.
Components of a Resumé 






(i)
Identification






(ii)
Education & Work Experience






(iii)
Personal Information; and






(iv)
References





C.
Presentation of your Resumé

METHOD OF INSTRUCTION:
Lecture 

TIME:

1 x 35-minutes
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PROFICIENCY LEVEL FOUR
PO: SENSIBLE LIVING 

PO/EO:
406.02a

ENABLING OBJECTIVE:
Identify the components of a resumé.


REVIEW

PO/EO:
N/A

ENABLING OBJECTIVE:

N/A

INTRODUCTION

WHAT:
During this period, you will be taught how to write a resumé.

WHY:

As level four cadets, you are now at that age when having a summer or part-time job is 



important. Therefore, knowing how to properly write a resumé will help you in getting

 

that summer or part-time job. 

WHERE:
This information will be of use to you whenever you are planning on applying for

 

employment with a particular company or business.

TIME
BODY
NOTES

STAGE 1



1.
General:

a.
You are now at an age where you may be tempted to get a job, be 

 

it a summer job, part-time job or a full-time job. You may want 

 

money for your personal weekly expenses or for the next school 

 

semester. As you well know, jobs are very scarce and the choices 

 

available may not be exactly what you were hoping for.

 
b.
Job-hunting can be a long and strenuous process, especially if you

 

are not ready to make the effort to prepare well. Putting your name 

 

on a job application is not, and will never be, a guarantee of 

 

success.

 
c.
Your personal presentation may be the single most important 

 

element in landing the job. You must ensure that the employer 

 

knows you because, above all else, employers always prefer to hire 

 

people they feel they can trust.

2.
The Resumé:
 
a.
When the time comes to introduce yourself to a potential employer, 

 

the curriculum vitae, CV, or resumé, is one of your best tools, 

 

aside from a direct interview. A resumé is not a job application, but 

 

a chronological description of your education and experience.

 
b.
The person in charge of hiring will tend to favour your application if 

 

the resumé you have submitted:

 

(i)
is well-prepared and logically organized. In other words, it 

 


must be easy to read. 

 

(ii)
is impeccable in its presentation; and

 

(iii)
the facts it includes must be true and precise. 

3.
The Components of a Resumé:
 
The resumé must have four distinct parts: 

 
a.
Personal Identification:
 

This part includes your:



(i)
last name and given name;

 

(ii)
address;

 

(iii)
phone number;

 

(iv) 
social insurance number (optional);

 

(v)
date of birth (optional);

 

(vi)
social status (single, married) (optional); and

 

(vii)
nationality.

 
b.
Education and Work Experience:
 

Write this part carefully, bearing in mind that this information may 

 

be all the prospective employer has to go on to determine if you are

 

qualified for the job.

 

(i)
You should describe your education in reverse chronological

 


order, beginning with the last diploma you received. Indicate

 


the title of the diploma and the date it was officially awarded 

 


to you. You must also list all the schools you went to in the 

 


past few years and the one you are currently attending.


 
(ii)
You must list and provide short descriptions of all the jobs 

 


and positions you have held in the past and are still holding. 

 


This part of the resume will give the employer a good idea of 

 


your work experience. 

 

(iii)
Everything you have done, even the smallest jobs, should be

 


included here. Everything you have done has its value, 

 


Let the employer know that you are an active person. 

 


Remember that there is no such thing as a stupid job. 


CONFIRMATION STAGE 1

1.
What is a resumé?


Answer:
A resumé is not a job application, but a chronological 

 


description of your education and experience.

2.
What three things must a resumé be for an employer to look upon it 

 
favourably?

 
Answer:
a.
It must be well-prepared and logically organized. In 

 



other words, it must be easy to read. 

 


b.
It must be impeccable in its presentation; and

 


c.
The facts it includes must be true and precise.

3.
What is the first part of a resumé? What should it include?

 
Answer:
a.
Personal Identification:
 



This part includes your:





(i)
name and given name;

 



(ii)
address;

 



(iii)
phone number;

 



(iv) 
social insurance number (optional);

 

 

(v)
date of birth (optional);

 



(vi)
social status (single, married) (optional); and

 



(vii)
nationality.

4.
What is the second part of a resumé? How should it be organized?
 




Answer:
Education and Work Experience:
 


a
You should describe your education in reverse 

 



chronological
order, beginning with the last diploma 

 



you received. Indicate the title of the diploma and the 

 



date it was officially awarded to you. You must also 

 



list all the schools you went to in the past few years 

 



and the one you are currently attending.


 

b.
You must list and provide short descriptions of all the 

 



jobs and positions you have held in the past and are 

 



still holding. This part of resume will give the employer 

 



a good idea of your work experience. 

 


c.
Everything you have done, even the smallest jobs, 

 



should be included here as it all has value. Let the 

 



employer know that you are an active person.

 



Remember that there is no such thing as a stupid job.

STAGE 2


1.
Components of a Resumé: (continued)


 
c.
Personal Information:
 

(i)
How do you spend your spare time? Are you involved in any

 


sports, cultural pursuits or social activities? Most employers 

 


want to know if you are an active citizen. You do not have to 

 


describe everything you do in great detail; just listing the 

 


activity is enough 

 


Ie:
reading, playing guitar, swimming, collecting coins, 

 



engaging in outdoor activities such as biking, hiking, 

 



jogging etc.

 

(ii)
You should also mention every award that you won in 

 


school, with the cadets, or elsewhere. Your resumé must 

 


show you at your best. If you were awarded a trophy, a 

 


plaque, a certificate or a medal, don't hesitate to mention it!

 
d.
References:
 

a.
You do not have to include references in your resumé. But it 

 


will not hurt your chances to take advantage of the support 

 


of two or three people who can attest to your qualifications 

  


and experience. 

  

b.
These people should be willing to provide a letter of 

 


reference if needed, or at least, be able to answer a few 

 


questions about you. You must include their names, jobs, 

 


addresses, and phone numbers.

  

c.
You must ask these people for their permission before using 

 


them for references. Then you must ensure that the 

 


information you provide about them is exact. 



d.
It is preferable to choose people from a variety of

 


backgrounds. If possible, do not use family members as a 

 


reference; references should come from unbiased sources.


2.
Presentation of Your Resumé:
 
a.
Your resumé should not exceed three pages. 

 
b.
Its structure and presentation should make it easy to read. You 

 

must therefore, pay special attention to small details such as 

 

margins, page numbering, font and text structure.

 
c.
Your writing style should be dynamic and precise, and free of 

  

lengthy sentences. Write short and precise sentences using action 

 

verbs such as: "I am involved in...", "I supervise the training of...”, "I 

 

am responsible for 30 cadets", etc.

 
d.
The resumé must be printed or typed on 8-1/2 x 11 white or slightly 

 

coloured paper. Only use one side of the sheets.

 
e.
Make sure your grammar is perfect. 

 
f.
Try to avoid abbreviations or acronyms. Write the titles and 

 

positions in full.


CONFIRMATION STAGE 2

1.
What is the third part of a resumé? What should it contain?

 
Answer:
Personal Information:
 


a.
How you spend your spare time? Whether or not you 

 



are you involved in any sports, cultural pursuits or 

 



social activities? You do not have to describe 

 



everything you do in great detail; just listing the 

 



activity is enough.

 


b.
You should also mention every award that you won in 

 



school, with the cadets, or elsewhere. Your resumé 

 



must show you at your best. If you were awarded a 

 



trophy, a plaque, a certificate or a medal, don't 

 



hesitate to mention it!

 2.
What is the fourth part of a resumé? Describe it.

 
Answer:
References:
 


a.
You do not have to include references in your

 



resumé. But it will not hurt your chances to take 

 



advantage of the support of two or three people who 

 



can attest to your qualifications and experience. 

 


b.
These people should be willing to provide a letter of 

 



reference if needed, or at least, be able to answer a 

 



few questions about you. You must include their 

 



names, jobs, addresses, and phone numbers.

  


c.
You must ask these people for their permission before 

 



using them for references. Then you must ensure that 

 



the information you provide about them is exact. 

 


d.
It is preferable to choose people from a variety of 

 



backgrounds. If possible, do not use family members 

 



as a references; references should come from 

 



unbiased sources.


                                 PERFORMANCE CHECK

Test Details –
N/A

1.
For the remaining two periods, the cadets will write their own resume, or a fictional one, using 

 
the guidelines covered in this EO.

33 MINs
                                       CONCLUSION

SUMMARY:
A.
In this lesson, you have learned how to write a resumé.  

RE-MOTIVATION:
A.
Comment on student performance. (Identify strengths and points that

 


require improvement)


B.
As level four cadets, you are now at that age when having a summer or 

 
part-time job is important. Therefore, knowing how to properly write a 

 
resumé will help you in getting that summer or part-time job.

C.
Your next lesson is PO/EO 406.02b, where you will be actually writing a resumé.

. 
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OHP #6














OHP #1



























































Handout #1











OHP #2 








Have the cadets refer to the handout as you explain. each section.





Tell the cadets that these are just sample resumes and that they do 


not have to 


use them.














OHP #3








Stress to the cadets that 


their resumes must contain these four 


sections.





OHP #4



























































OHP #5
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