Georgia Agriculture Education Curriculum



Course:
00.000
 Reading Across the Curriculum

Unit 0:
Introduction and Orientation
Lesson:
Resume and Cover Letter
QCC:
37, 50, 65, 81, 106, 129, 148, 161, 175, 190,

207, 227, 243, 262, 278, 301, 313, 325, 343, 365, 380, 412, 430, 450, 468, 486
Purpose:
Reinforce writing skills through application of agricultural situations.

Objective:

1. Increase communication and public relation skills. 

2. Develop a resume that could be used in applying for a job.
3. Develop a cover letter that could be included with a job application.
Teaching Time:


3 hours
References:

Ricketts, Cliff. Leadership Personal Development & Career Success. Delmar Publishers, Inc. Albany, NY. 
Georgia Ag Ed Curriculum CD, PP_Supplemental_Lesson_for_Resume_Writing_Course_01012-13.1
Materials and Equipment:
Handouts

Computers

PowerPoint

notes to the teacher
This plan includes activities and examples for writing a resume and cover letter.  Students should be encouraged to write personal resumes and cover letters.

Teaching Procedure

Introduction and Mental Set 

The resume is your first introduction to a potential employer.  It needs to be polished and professional, free from spelling, capitalization, and grammar errors.

Activity

1. Explain the difference between a cover letter and a letter of application

· A cover letter is what you mail along with your resume

· A letter of application should be mailed with an application for a job to tell more about yourself.  

· Many people complete a combination cover letter and letter of application.

2. Review specific guidelines of resumes and cover letters.  Emphasize their importance. 

A. Resume Basics

· Write it yourself – your resume needs to sound like you

· Make every word count – try to limit your resume to one page if possible.  

· Make it error free

· Make it look good – high quality printer and paper

· Stress your accomplishments – a resume is no place to be humble

· Be specific – give facts, years, and numbers

· Don’t delay – have a resume from the start, even if it is a work in progress

· keep it lively – use action verbs and short sentences.

3. Allow students to practice writing a cover letter. See handout 2.

Helpful Hints in Cover Letter Writing:
· Be assertive – the first 20 words ar the most important

· Value to employer – tell your story in relation to how you can be of value to the employer

· Use simple and direct language and grammar 

· Let your letter reflect your individuality

· Send it to someone by name

· Get it right – spell recipient’s name right

· Be friendly, not pushy

· Target your letter – tell your reasons for sending the letter (that you want an interview).

4. Provide student example of preparing for to write a resume. See handout 1.
5. Show students how to group information in a resume format. 

A. This may include deleting superfluous information as well.

B. See handout 2.

C. Show what information to include on a resume:

· Personal Information – Name, address, phone number, appropriate e-mail address.

· Job Objectives

· Skills – Technical, teamwork, leadership, personal management, and employability skills

· Education – List programs or courses taken, special honors, and what type of diploma, degree, certificate, or license earned.

· Work Experience – Place of employment, dates, job title, description of duties, and achievements for each job

· Leadership activities – list activities and dates 

· References – get permission from individuals first
Summary
Evaluation

Students should write their own cover letters and resumes for evaluation.  Student work will be graded according to guidelines.
Handout 1 

Preparing to Write the Resume

Directions: Read the passage below on the life and times of John Jones. When you finish, mark all the items that should be included in a resume on the next page and write a resume for John.

John Jones is seventeen years and three months old. He was born on a farm outside Tipoff, Mississippi. His family moved to Overby, Georgia when he was four. He completed his education in Overby. He is a senior this year. His primary course of study was agriculture and biology.

John has a good understanding of animal management and enjoys working with animals. He has been in the FFA for three years and is currently the chapter president.

John started lifting weights over a year ago and is now six feet tall and weighs 185 pounds. He has worked on the farm of his neighbor, Mr. White, for over a year and a half. He has been dating a girl named Susie Jane for about six months. She is a cute blonde and her father is the school principal, Mr. Donald Jane. Susie’s address is I 04 Main Street, Overby, GA 30124. Her phone number is 555-1212. John started a college fund at the local bank with his birthday money when he was four years old. He now has over $2000 simply by depositing most of his payroll check each week. The officer at the Overby Bank that he uses is Mary Staples. The bank is located on West Bend in Overby.

Always ask permission before using someone as a reference.

Handout 2



 Handout 3
Cover Letter for Resume

When sending a potential employer a copy of your resume, you should always attach a cover letter. This letter explains to the employer your job interest and your purpose in sending the resume. It is important to remember that you would send the letter and resume after you have determined that there is a vacancy.

Directions:
Use the information below to write a sample cover letter.

Position:
Floral Assistant

Place:
Two Petal Pushers 4840 Scenic Way


Stonehill, GA 38123


Resume





Personal Information


	Age: 18 years	Pete Farmer


	Height: 5 feet 11 inches	Route 2, Box 4680�	Weight: 190 pounds	Farmtown, GA 39876�	Health: Excellent


Phone: (404) 555-6530


Job Objectives


I wish to secure a position as mechanic of farm equipment, which, through experience and training, will lead me to a position in management of a farm equipment service shop.





Education


High School: Farmtown Valley High School – will graduate in ____ (year)


Major: Vocational Agriculture and Farm Mechanics


Technical Skills: Repair and service of farm equipment


Leadership Activities: FFA President, Football Team Captain





Work Experience


Big Truck Repair Shop, Farmtown, GA – Student Worker – January 2005 to December 2007


John Farmer’s farm (father) since childhood – Farmhand 





References


Mr. Tom Smith, Principal	Mr. Tuff Master, Vo-Ag Instructor�Farmtown Valley High School	Farmtown Valley High School�21 Fairview Lane	21 Fairview Lane�Farmtown, GA 35678	Farmtown, GA 35678





Mr. Tom Worker, Vo-Ag Director


Farmtown Valley High School


21 Fairview Lane


Farmtown, GA 35678





					Your street address


					Your town, state, zip code


					Telephone number





					Date





Manager/Personnel Director (including Mr./Mrs./Ms.)


Name of company


Company address


Town, State, Zip code





Greeting:





Paragraph 1 - state the purpose of the letter and request the employer’s consideration.








Paragraph 2 - contain a brief summary of your personal data and work experience.








Paragraph 3 - explain your interest in the company and in arranging an interview.








					Sincerely,


					Your signature


					Your name
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