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LifeSmarts U Technology and Workforce Preparation  

Writing a Resume Lesson Plan 

 
 

Lesson Objectives: Upon successful completion, students will be able to differentiate between good and bad 

resumes, identify the important parts and components of resumes, explain resume vocabulary, and prepare a 

sample resume.  

Time: 45 minutes to an hour to review the PowerPoint and complete the activities. Follow-up class to discuss 
good and bad resume examples and complete the resume worksheet.  

Background: Learning to write a resume is a fundamental workforce preparation skill.  Students who have 
practiced preparing a resume will better understand the parts of the resume and the important role a resume 
has in securing the job they want. 

 

Procedures: 

1. View PowerPoint Slide Presentation, What is a Resume?  

2. Assign students to take notes during the presentation and complete the activities included in the 

PowerPoint presentation. 

3. Engage class in discussion throughout the presentation.  

4. Give students resume #1(Poor Resume Example). In groups, have them discuss what they like and 

dislike about the resume. Give students resume #2 (Better Resume Example). Now, what is their 

impression of resume # 1? 

Lesson Description: 

Students will learn about the important components to a complete resume representing their skills, 

experience, and educational background. They will produce an error free resume. 

 

 

 

Materials:  

 PowerPoint Presentation – What is a Resume? 

 Handout - Poor Resume Example 

 Handout - Better Resume Example 

 Handout - Action Verbs for Resumes  

 Worksheet - Complete the Resume (word and excel versions) 

 Resume Rubric (if needed) 

 Worksheet - LinkedIn Virtual Resume 
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5. Complete the resume worksheet on your own or in groups. Refer them to the Action Verbs for 

Resumes Handout. (This section tends to be one of the hardest for teens. Either they do not have much 

experience, or discount what experience they do have. Ask students to first list experience they have 

gained from jobs, internships, family businesses, volunteer positions and school or club leadership. Ask 

them to describe each using action verbs. Make a list on the board or white board.) 

They may also need guidance or a ‘model” for the references area. Here is an example:  

Gina's Art Store, 1234 Main Street, Chalupo, CA 98999 10/2020 to present 

Gina Mason, Owner 415-234-3344 

Duties: Excellent customer service (awarded top sales person August 2021), restocked 

inventory, processed new shipments, balanced till with 100% accuracy.  

Skills: Word Processing, Excel, CPR/First Aid, ServSafe®, Certified 4-H Teen Leader 

6. Assessment: Resumes can be peer evaluated using the Resume Rubric (if time allows) or, working 

independently, and using the Resume Worksheet, have students develop a rough draft of a resume. To 

help students with this, provide them with the PDF handout, Action Verbs for Resumes. If using, each 

student will have two peer evaluations. This shows other students different resume styles and helps 

them start looking at resumes more critically. 

7. Alternate assessment or extension: LinkedIn Virtual Resume. LinkedIn is one of the world’s largest 

professional networks on the Internet. As of October 2021, LinkedIn has more than 790 million 

members, including more than 51% of US college graduates. Open a LinkedIn account by developing 

your profile or a virtual resume. It contains the following traditional resume sections: work experience, 

education, skills, accomplishments, volunteer experience, honors, and awards. Using the LinkedIn 

Worksheet, have students develop a rough draft of a virtual resume. To help students with this, 

provide them with the PDF handout, Action Verbs for Resumes.  

 

https://about.linkedin.com/

