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Instructor’s Guide
for
Expert Job Search Strategies DVD Series
Resume Realities
Video 2 of 3
“Nothing is a waste of time if you use the experience wisely.” ‐‐Rodin

Overview
When you look for a job, you are selling yourself a prospective employer. Your resume and cover letter
are the advertising pieces of that sales effort. A resume lets employers know you are available and is
often the first contact you have with an employer. Because first impressions often count so much, your
resume should represent you in the best possible light.
A resume and cover letter should get the employer’s attention, tell them what they need to know about
you, and explain why you are the best person for their current job opening. Employers learn about your
history and experience through your resume, and often evaluate your ability to write and communicate
through your cover letter.
If you have enough experience, it’s okay to have your resume run more than one page. However if you
are just getting out of school or have less experience, don’t stretch things out: a one‐page resume may
be more appropriate for you.
Your resume and cover letter should meet the following guidelines:
•
•
•
•
•

•
•

No spelling errors or grammatical mistakes: Use spell check or have a friend review them.
Avoid frilly or trendy paper stock: Use white, gray, or cream stock and black ink.
Use the terminology of your target business in your cover letter: This shows that you are familiar
with the work or have researched the company’s business.
Decide how to account for gaps of time in positive ways: You may have been earning a degree,
doing volunteer work, or raising a family.
Arrange for three references: Obtain permission from these references to use their names.
Don’t list reference on the resume; instead use a separate sheet you can provide if asked for
references.
List only professional information: Never include your age, gender, religion, cultural background,
political opinions, or hobbies.
Be sure to address the cover letter to the appropriate person and use their correct title. If
possible find out about the culture of the company and personality of the person doing the
hiring.
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•

Follow up after sending your cover letter and resume to show follow‐through and dedication.

Employers often spend less than a minute reading your cover letter and resume. You have to make a
strong impression. Be specific about accomplishments such as how you saved a company money or how
you served clients in an exceptional way. Be straightforward and businesslike but let your personality
come through. Employers may judge how you’ll represent them by how well you represent yourself.
When you have created a strong resume, constantly update it with new skills, recognitions, or awards.

Presentation Suggestions
Tell students that a resume shows an employer what you think is important about you.
Ask students to each write down or state one thing that they think is important about themselves that
makes them uniquely qualified for the type of job they are seeking. Give them the Anticipation Quiz to
complete prior to viewing the video.
Show the program. Encourage students to make changes to the answers they gave in the Anticipation
Quiz while watching the program.
At the conclusion of the program, ask students to discuss any changes they made to the answers on the
Anticipation Quiz as a result of watching the program.
At the conclusion of the program, ask students to discuss any changes they made to the Anticipation
Quiz answers as a result of watching the program. Follow up the discussion with the Activities.
Use the Discussion Questions to request oral or written responses from the students.
Give the Quick Quiz at the conclusion of class and review the quiz questions as a group.
Assign the Take‐Away Activity, if desired.

Anticipation Quiz
Directions: Answer these questions as completely as possible. You will revise your answers as you watch
the program.
1. Why are good spelling and grammar important in a resume?
2. How long should a resume be?
3. What should you know about a company before sending a resume?
4. Should you include personal information such as age, religion, or hobbies in your resume?
Answer Guide:
1. They make a poor impression and may cause a prospective employer to put aside your resume.
2. One to three pages, but only go over one page if you have enough experience to merit it.
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3. Learn about their business terminology, their culture, and if possible about the personality or
the person hiring.
4. No. Stick to your professional experience.

Activities
Activity #1
Title:

Too Much or Too Little

Format:

Small Group

Time:

20 minutes

Materials:

Paper and pens

Divide the class into four small groups (or more if you have a large class). Provide them with the
following job candidate information:
Debra Mendez is seeking a job as a purchasing manager. She has a bachelor’s degree in business
(Carlton College, 1995) and a professional certification in project management (National
Association of Project Management, 1997). While in college she worked for a local factory
assisting the purchasing manager, and for two years after college she was an intern with the State
of Tennessee Office of Procurement. She has held the position of purchasing agent at the
following companies:
1997‐1999, Sealy Refrigeration, Memphis, TN
1999‐2003, Acme Appliances, Chattanooga, TN
2003‐2007, Vroom National Auto Parts, Atlanta, GA
She is currently the purchasing manager at Pete Wilson Auto Dealers, a local car dealership which
runs 8 lots region‐wide. She has received an award from the National Purchasing Manager’s
Association, reduced the spending at her current employer by 30% through purchasing
efficiencies, and is currently the head of her state chapter of the National Purchasing Manager’s
Association.
Have half the groups create a two page resume for this person and the other create a one‐page resume.
Compare the two resumes and discuss which length works best for a person with this background.
Activity #2
Title:

Doing Your Homework

Format:

Group
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Time:

15 minutes

Materials:

Whiteboard and markers

In this program it is recommended that you learn about a company before you send a cover letter and
resume. As a group, make a list of the types of information you might look for. Then, list possible
sources for this information. If you like choose a specific large employer in your town as the focus of this
activity.
Your results might look something like this:
Type of Information

Source

Is the company casual or formal, conservative or
modern?

Look and feel of Web site, other employees or ex‐
employees, stop by the office reception area to ask
for a company brochure, and observe how people
dress and interact.

What business terminology would be used at the
company?

Check the Web site, read their brochure or other
literature, research their industry online, check the
library for books on their industry.

What is the company’s mission?

Read the company brochure, check the About Us
section of their Web site, look for news stories or
magazine articles that mention the company.

How is the company doing financially?

Check their stock or Dun and Bradstreet ranking,
call and ask for a copy of their annual report, check
press releases on their Web site about their
quarterly or yearly earnings.

Discussion Questions
1. How can you quantify your accomplishments in a cover letter or resume?
2. In what way can you stay businesslike and concise, yet let your personality come through in a
cover letter/resume?
3. What does one statement from this program, “match your tone to the company,” mean?

Quick Quiz
You may read these questions out loud, allowing time for students to respond, or copy and hand this out
as a written exercise. If you read the quiz, write responses on the board/overhead.
1. What type of paper should you use for your printed resume?
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2. T or F: It’s okay to use a form letter and send it to many employers.
3.

Name two methods of catching spelling errors in your resume or cover letter.

4.

What was one example given in this program of a positive way to account for gaps in time
between jobs?

5. What should you do before providing somebody’s name as a reference?
Answer Key
1. Plain white, gray, or cream, nothing frilly.
2. False.
3. Use spell check or have a friend review the documents.
4. Obtaining a degree, volunteering, or raising your family.
5. Ask that person’s permission.

TakeAway Activity
Ask students to find a job advertised in the local newspaper, research the company, and write a brief
cover letter for the job that:
•

Is professional, concise, and to the point.

•

Gives evidence that they know something about the company.

•

Indicates that they have the experience and skills to do the job well.

•

Has no spelling or grammatical errors.

See www.jist.com for many other career and job search resources,
including books, assessments, videos, and more.
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