CAREER DEVELOPMENT SERIES:

RESUME WRITING 101

Katie Theobald
Career Development Coordinator

Kathleen.Theobald@Starting-Point.org



 Showcase Qualifications:

* Highlights skills, experiences and achievement
relevant to the job.

e Market Yourself:

* Present yourself as the ideal candidate to
potential employers.

e Secure Interviews:

» Stand out in the job market to obtain interview
opportunities.
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WHAT INFORMATION IS NEEDED FOR A RESUME?

4

Objective Statement Contact Education Experience Additional Skills Optional Information
Brief objective or summary Name High School Previous employment or Highlight technical or Honors or
highlighting your career Phone Post High School volunteer opportunities “goft’’ skills acknowledgements
goals and qualifications . . Relevant coursework
Email Dates of completlon should Soft skills are social Leadership or Activities
persied and people skills that a Interest

person possess
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OPTIONAL

Only add information that

you believe will enhance

your professional resume
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RESUME FORMAT

/N

Proofread to avoid grammatical errors and typos
Ensure consistent formatting and style

Keep resume well-organized with clear headings
Use clean and professional font

Tailor resume to the job
Emphasize relevant skills and experience

Limit the use of “I, me, and my”

Ex. I created lessons that were developmentally appropriate for my
students.

Created and implemented lesson plans that were
developmentally appropriate for the students.
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Theodore (Teddy) Bear

WI'IAT Do YOU SEE? Phone: 440-123-4567 Email:Teddybear98/765@yahoo.com

Objective Statement:

| am good with people and I like working with kids. | work hard and working

with kids is my passion.

EDUCATION:

PLUSHVILLE SENIOR HIGH SCHOOL 2019

DREAMLAND UNIVERSITY 2021

JOBS

Learning all day preschool

| made lesson plans for the kids. The families and kids like the activators |

created. My boss enjoyed working with me because | am hard-working.

Learning is great

| watched children during lunch and nap. | followed lesson plans.
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Skills: Team player, kind, determined, on time, and caring.




GOOD RESUME EXAMPLES
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Lincoln Log

OBJECTIVE

Dedicated Child Care Provider
with 4+ years of experience in
delivering developmentally
appropriate care to infants,
toddlers, and preschoolers.
Skilled in implementing
childcare programs, fostering
positive learning
environments, and ensuring
child safety. Certified in First
Aid, CPR, and AED.

SKILLS

Communication
Problem-solving
Critical thinking
Time management
Lesson planning
Leadership

Creative writing

ADDRESS

654321 Building Avenue,
Cleveland Ohio 44103
PHONE

999.888.7777

EMAIL
lincolnlog@yahoo.com

EXPERIENCE

OCTOBER 2020-PRESENT
Lead Preschool Teacher- From the Ground Up Child Care

o Develop and implement engaging and developmentally
appropriate lesson plans aligned with child development
standards.

o Utilize effective classroom management strategies to
promote positive behavior and maintain a structured
learning environment.

o Collaborate with 12 childcare providers to coordinate
activities and ensure consistent care and supervision.

e Establish strong partnerships with parents, providing
regular updates on their child's progress and development.

JUNE 2019-AUGUST 2020
Floating Teacher- Learn, Play and Play Some More Child Care

o Implemented daily activities for infants, toddlers,
preschoolers, and school-aged children, focusing on
developmental milestones and individualized needs.

e Maintained accurate records on children's activities,
behavior, and health, ensuring thorough documentation
and communication with parents.

EDUCATION

Build It Up Senior High School
Graduated 2019

Child Development Associate (CDA)
October 2021—-October 2024

REFERENCES

Available upon request.



CONNECTING WITH
PROGRAMS

Starting Point Job Bank

Starting Point works closely with educational organizations
to fulfill their staffing needs.

Please note that Starting Point does not screen, rate,
recommend or endorse candidates for employment or
employers, nor does Starting Point verify information
provided by potential candidates or employers.
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SUBMITTING A RESUME TO THE STARTING POINT JOB BANK

A response will be sent confirming that your resume was received.
Your resume will be sent to our educational partners on the distribution list
The program(s) will contact you If interested in moving forward with an interview.
Your resume will continue to be sent to programs
Unless hired

(0] 4
Unless you request for your resume to be removed from the list
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APPLYING TO A
PROGRAM

Directly to program
- Learn about the program you are applying for
- Look on their website and Facebook page

. Read and understand the important information about that

. Review the procedures to properly apply for the position

Apply for the position
 Reminders:

. Check your voicemail and email frequently
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IF YOU DON'T HEAR BACK
WITHIN TWO WEEKS SEND A
NICELY WORDED AND BRIEF
EMAIL EXPRESSING YOUR
INTEREST IN THE POSITION
AND OPPORTUNITY.

Mrs. Sarah Haines,

| hope this email finds you well. | am writing to follow up on
my recent interview for the Lead Infant Teacher on June ],
2024. | remain very enthusiastic about the opportunity to join
your team at Learning All Day Academy. | believe that my
collaborative and energetic teaching style would be an ideal
fit for this position.

| wanted to inquire about the status of the hiring process and
whether there are any updates you could share. | look
forward to the possibly of working together. Please let me
know if there are any further steps in the process or questions
| can answer to help with your decision.
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RESUME RESOURCES

Resume Building Websites
Indeed

https://www.indeed.com/create-resume

Jobscan

https://www.jobscan.co/resume-builder

Resume.com

https://www.resume.com/

Resume Support/Networking
Cake

https://www.cakeresume.com/dashboard/resumes?ref=promote resume_builder

LinkedIN

https://www.linkedin.com/



http://ihttps:/www.indeed.com/create-resume
https://www.jobscan.co/resume-builder
https://www.resume.com/
https://www.cakeresume.com/dashboard/resumes?ref=promote_resume_builder
https://www.linkedin.com/

STOP AND THINK

* What can I do to improve my resume?

* Does my resume reflect my passion, experience,
and skills?

 Would I call myself for an interview based my
resume?

* Should I revise my resume to fit the responsibilities
of the job?
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QUESTIONS?

Katie (Kathleen) Theobald
Career Development Coordinator

Emall: Kathleen.Theobald@starting-point.org
Phone: 216-575-0061 EXT 242
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CAREER DEVELOPMENT SERIES:

INTERVIEWING 101

Katie Theobald
Career Development Coordinator

Kathleen.Theobald@Starting-Point.org



CONGRATULATIONS! YOU HAVE AN
INTERVIEW! NOW WHAT....

Prepare
 What are you going to wear?
* Can you speak in depth about your experiences?

Practice
* Practice talking about the information listed on your resume
* Think about your strengths and areas you need to improve
» Think of adjectives that describe you

* Nerves are expected, but if you prepared and practiced you will be okay.
Pursue

* Send a Thank You email to the person/people who interviewed you for their time
 If the timeline has passed, send a follow-up email asking if the position is still “open”.

 What can we revise for the next interview/opportunity?




 Review your resume

PREP ARATION * Think about what you will wear and what you will bring
BEFORE THE
INTERVIEW.

* Dress to impress

* Pack a bag and/or binder before the interview
* Bring something to write with something to write on
 Have a copy of your resume, if possible

* Turn your phone and other electronical devices on silent

* Prepare a list of people to use as a reference
* The references you use should be aware that they may be contacted

* People who are listed as a reference should be able to speak about your
educational and professional skills and strengths.

* Describe the position and responsibilities of the job you applied for




DESCRIBE YOURSELF

Common Adjectives

Hardworking

Team-player

Dependable
Motived

Flexible

Impactful Adjectives

Diligent
Collaborative
Reliable
Driven
Adaptable



Nerves are expected

* Breathe and stay focused on the questions asked of you

DURING THE
INTERVIEW Provide answers that a brief and informative

Elaborate on your resume

Save your questions for the end, unless something is unclear

Asking questions about the job shows your interest in the position and
organization




What are you looking for in your ideal
candidate?

What's your favorite thing about working for this
company?

What are the biggest hurdles/challenges of this
position?

What is the next step(s) in the hiring process?




WHAT TO AVOID DURING AN
INTERVIEW

1. 2. 3. 4.

i Lack of
Arriving Late Inappropriate acko

Poor Body
Attire

Preparation Language
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Talking Too Talking
Much or Too Negative
Little about Past

Employers

8.

Forgetting to
Follow Up

Not Asking
Questions
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* Email should be sent 12-48 hours after the interview
* Subject line examples:
* Great speaking with you today!
 Thank you for your time, [insert interviewer’s name]

* Follow up regarding [insert position title]

Po S T * Provide a thank you email to anyone you met with
INTERVIEW * Ifyou are sending one email include all the people you met
Email example: Dear Learning All Day Team,

I wanted to thank you for meeting with me to discuss the teaching opportunity at Learning All
Day Academy. Please share my appreciation with Mr. Mark Jonas and Mrs. Sasha Ring for
attending the interview and providing me with information about the mission and vision of

Leaning All Day Academy.

* Remind them why you are a good fit and what makes you interested in working there

« Examples:I believe that my classroom management style would provide structure and support
the students during difficult transitions.

« If you could not fully answer or express your excitement do so in the email.

 Example: ] was inspired by our discussion pertaining to classroom management and I wanted to
further explain the steps I that I would utilize to address difficult behaviors.........




Not selected for the job... don’t give up!

Review your resume

 Does the information showcase your skills and ability to complete the responsibilities of the job?

REVISE

Practice your interview skills
 Practice, Practice, Practice

* Nerves are normal and should be expected

Reflect on the things that went well
* Did you ask the right questions?

 Were you confident in your outfit?

Reflect on the things that you would like to do better
 Were the questions being asked too difficult to answer?
« What were you most nervous and worried about?

* Did you truly understand the responsibilities required of the job?




QUESTIONS?

Katie (Kathleen) Theobald
Career Development Coordinator

Email: Kathleen.Theobald@starting-point.org
Phone: 216-575-0061 EXT 242
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