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Writing Résumés 

Grade Level 

Adult Learners 

Learner Characteristics 

• All are high school graduates or have earned their GED. 

• All are considered job ready, meaning they have the necessary skills and training 
to be successful in a new job environment. 

 
Learning Context 

 The students will be instructed in a classroom environment and then will break 
out to use available computers. 
 

Objectives 

• The learner will demonstrate the basics of writing a résumé by submitting a 
résumé to their instructor.   

 
• The learner will find a job which they would like to apply for and tailor their 

résumé to the specific requirements of the job. 
 

• The learner will engage in active feedback with their instructor and peers until 
their résumé is approved and sent to the prospective employer. 

 
Technology 

The technology that will be used in this lesson includes an overhead projector, a 
Microsoft PowerPoint Show, internet resources (OWL at Purdue) and online job search 
engines, a word processor, and e-mail. 

 
Lesson 

 Introduction 

Script:  “What do you think the purpose of writing a résumé is?” 

Action:  Have the class brainstorm ideas on what they think the purpose of a 

cover letter is.  If they start listed what is included in a résumé, redirect them by 

having them think about what the word purpose means. 
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Instructor: “The real reason we all write résumés is to get noticed by a potential 

employer and secure an interview.” 

 Introduce Objectives 

Using the overhead projector, highlight the objectives for the class. Clarify with 

the learners any questions they may have about the objectives.  Emphasize with 

the learners that this assignment will not be completed until several revisions have 

been made to their résumé and they become comfortable altering their résumé to 

meet the needs highlighted in the job advertisement. 

 Introduce principles of writing a résumé using follow along worksheet, OWL at Purdue 
PowerPoint Presentations, & the Laptop 

 
Action: Link to and show the presentation. 

Location: http://owl.english.purdue.edu/owl/resource/699/01/ 

Note: This will be a general overview and a way of giving the learners an overall 

feel for what a résumé could include.  

 Formatting a Résumé 

Action: Utilizing the OWL at Purdue Website, introduce the basic sections of the 

résumé the learner will need to keep in mind when constructing effective cover 

letters.   Make copies in advance of this page, so that the learners can read through 

this section on their own and begin answering the questions listed in the follow 

along worksheet. 

Location: http://owl.english.purdue.edu/owl/resource/719/01/ 

Action:  Review the basic sections and what could go in these sections by 

utilizing the PowerPoint show available on the OWL at Purdue website.  

http://owl.english.purdue.edu/owl/resource/699/01/
http://owl.english.purdue.edu/owl/resource/719/01/
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Encourage learners to make notes on their follow along worksheet at the 

presentation is given. 

Location: http://owl.english.purdue.edu/owl/resource/719/06/ 

Action:  As the presentation is given, highlight and draw attention to the 

following slides: 

• Slide 7: Questions to consider when writing your objective 

• Slide 12: Instant objective statements 

• Slide 19: Using fonts 

• Slide 24: Avoiding typos 

• Slide 38: What goes in the experience section 

• Slide 44: Parallel descriptions 

• Slide 45: Seeing your experiences in a professional light 

Practical Application 

Action: Utilizing the completed worksheet, check for understanding with the 

associates by comparing their answers with the information that was presented. 

Action: Break the learners out to use the computers.  Ask the learners to draft a 

résumé for review the next day incorporating all the general sections typically 

included in a résumé.  Ask them to review their résumé using the middle section 

of their writing a résumé checklist. 

Day 2 – Continuation of Practical Application 

Action: Pass out blank copies of the checklist to each learner.  Ask the learners to 

take out a printed copy of their résumé.  Pair up the learners and ask them to 

review each others résumés using the middle portion of the checklist.  Give the 

http://owl.english.purdue.edu/owl/resource/719/06/
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students 10 minutes for review and 2 minutes to provide feedback.  Break the 

students out to go back and update their resume incorporating the feedback they 

were given.  Ask the students to email the revised product to their instructor for 

review.  The instructor will sign off on all generic résumés before moving onto 

the last step. 

Day 3 and beyond – Rewriting the résumé to meet the specific requirements of the job 

Ask the learners to find a job they want to apply for, and to tailor their résumé for 

that job.  The learners will be emailed a résumé checklist that they should 

complete as they go along.  Their completed résumé will be emailed to the 

instructor for review.  Instructors will review the résumé using the checklist and 

making comments and revisions to the résumé using Microsoft Word.  The 

learner and the instructor will email the document back and forth until they both 

agree on the finished product and the learner sends the résumé to the prospective 

employer. 

 

 

 

Facets of Technology within the Plan 

In a perfect world, each of my students would have access to a laptop and would be able 

to take notes using their laptop.  With that technology not readily available, I find my 

students learn best from writing things down.  Technology is being used during the 

instructional part of the lesson in the sense that they are seeing the PowerPoint 

presentation via projector on a screen and my laptop.  The laptop and projector will also 
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be used while reviewing resume basics on the OWL at Purdue website. The practical 

application of this lesson is where technology is used the heaviest.  The learner gets to 

use a word processor to create their product and they use email to send their created 

product back and forth.  The learner will be using the internet and the phone to conduct 

research on the potential company.  Both the instructor and the student benefit from the 

comments and write-over features available in most word processors.  By communicating 

back and forth using email, the instructor gives feedback without the necessary medium 

of face-to-face communication.  The OWL at Purdue is the best resource I have found on 

the topic. 


