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	Skills for A Global Workplace
	21st Century Learner

	· Communications (Speaking, Writing)

· Listening Skills

· Critical Thinking

· Problem Solving

· Use of Resources

· Use of Technology

· Multi-tasking

· Organizational

· Working in Teams

· Global Awareness

· Diversity

· Business Ethics 

· Computer Literacy

· Financial Literacy


	Instruction:
Content:

· Text

· Internet
Application:

· Simulation

· Problem Solving

· Creative Solutions

· Cost Cutting

· Team work

Assessment:

· Authentic 

· Points versus percentages.

· Resume


Susan Gubing, sue@careersmarts.com
www.careersmarts.com
Accountable Annie


	(631) 979-2345
	
	123 Bad Debts Court

	Email: aaccountable@optonline.net
	
	Smithtown, NY 11787


WHAT I HAVE TO OFFER YOUR COMPANY for the position as an accounting intern.  

· Knowledge of the accounting cycle, functions and terminology.

· Ability to complete all assignments with accuracy and efficiency.

· Ability to use accounting software to input and extract data.
EDUCATION:

· Will graduate in June 2008 from Commack High School, Commack, NY 11725.    
· Anticipate attending XYZ College in the fall of 2008.

· I have developed the following 21st century skills:

	Critical Thinking Skills:
	· Analyzed ethic cases to determine if the accountant acted ethically according to the AICPA Code of Conduct.  Produced a five-page analysis report.



	Communications Skills:
	· Presented a fifteen-minute PowerPoint presentation to my accounting class on  XYZ Corporation.  Presentation included analysis of financial statements and owner’s equity including ratio analysis of the financials.



	Using Resources:
	· Using the Internet I researched careers in accounting to determine the best accounting field I should pursue in my post-secondary education.

· Frequently used the following resources in my class to broaden my knowledge of accounting:  Corporate annual reports, Business Week and Money magazine.



	Team Work and Leadership Skills:
	· Led a four-member team in solving typical accounting procedures such as: profitability, use of petty cash, bank reconciliation and internal controls.



	Time Management Skills
	· Successfully met deadlines for accounting assignments, reports, data entry and statement analysis throughout the school year.



	Computer Skills
	· Utilized the following software programs in completing the accounting projects:  Microsoft Word, Excel, PowerPoint, Internet and general ledger entry programs.

	Accounting

Terminology and 

System Skills
	      Achieved a grade of “A” in my College Accounting class:

Accounting Equation

Petty cash and bank reconciliation

Journal entries

Financial statements

Internal controls

Inventory and cost analysis

Depreciation
Adjusting and closing entries.

Payables, receivables, payroll and bad debts.

Ethics



	Learning from the Experts
	· Class field trips to Holtz, Rubenstein and People’s Alliance Federal Credit Union for on-site accounting exploration.

· Introduced to real-world concepts through class speakers such as Theresa Pace, Suffolk County Government General Services, Jack Brown of ABC Accounting firm and Mary Smith, V.P. Accounting at Computer Associates.



	Workplace Experience
	· Accounting Intern,  Abrams Accounting, Islandia, NY. January to June 2004.  Duties include:  filing, data entry, making copies, and researching.

· Bank Teller, Teachers Federal Credit Union’s “Bank in the School” program.   Completed thirty-hour training program and performed teller functions at school’s bank office.


Marty Marketable

	631-999-2345
	
	123 Advertising Way

	Email: mmarketable@optonline.net
	
	Smithtown. NY 11787


WHAT I HAVE TO OFFER YOUR COMPANY for the position as a marketing, advertising, public relations intern.  

· Understanding of marketing terminology and procedures.

· Ability to find and use data for research purposes.

· Ability to communicate ideas and persuade clients or customers.

EDUCATION:

· Will graduate in June 2008 from Commack High School, Commack, NY 11725.    

· Anticipate attending XYZ College in the fall of 2008.

21st CENTURY WORKFORCE SKILLS
	Critical Thinking Skills:
	· Analyzed Super Bowl advertisements through comparing and contrasting target markets, demographics, psychographics, geographics, USA Today Ad Meter, charts, graphs and websites.  Produce twenty-page analysis report.



	Communications Skills:
	· Presented fifteen-minute sales presentation to Marketing class for the purpose of persuading the class to purchase a product.



	Creativity Skills:
	· As part of my final exam I created a new product, AnkleWatches, to be marketed to students.  My campaign included research, demographics, branding, slogan, budgeting, advertisements, packaging and labeling the product.



	Using Resources:
	· Frequently used the following resources in my class to conduct research:  Advertising Age, American Demographics, and Marketing software.



	Team Work and Leadership Skills:
	· Led a four-member team in a group taste testing projects in which we acted as an advertising agency and was charged with the task of conducting research and come to an agreement as to final recommendations.



	Time Management Skills
	· Successfully completed seven various marketing projects throughout the school year in which I met deadlines for research, documentation and presentation schedules.



	Computer Skills
	· Utilized the following software programs in completing the marketing projects:  Microsoft Word, Excel, PowerPoint, and the Internet.

	Marketing Terminology 

and 

System Skills
	Marketing and Promotional Mix

Consumer Behavior

Marketing Concepts and Branding

Packaging and Labeling

Advertising Media

Selling Techniques

Market Research

Public relations concepts and skills.



	Learning from the Experts
	· Class field trips to Macy’s and Stop and Shop for on-site marketing exploration.

· Introduced to real-world concepts through class speakers such as Mr. Robert Mattson, of Sanna Mattson and MacLeod Advertising Agency; Mr. Martin Greenstein, owner of Enchanted Parties, and Mr. Mark Goldman, website coordinator for www.adsigns.com.



	Workplace Experience
	· Focus Group participant for LI Works Coalition and Cablevision.  As part of my Marketing class, analyzed poster and slogan for use in actual advertising campaigns.

· Telemarketer, Liberty Moving and Storage, Hauppauge, NY.  June 2002 – September 2002.  Duties included contacting potential homeowners who wished to have their household belongings transported.


William WallStreet II


	(631) 979-2345
	
	123 Finance Way

	Email: wwallstreet@optonline.net
	
	Smithtown. NY 11787


WHAT I HAVE TO OFFER YOUR COMPANY for the position as a finance intern.  

· Strong computer skills.

· Critical thinking skills for research purposes.

· Accurate and detailed oriented work habits.

EDUCATION:

· Will graduate in June 2008 from Commack High School, Commack, NY 11725.    

· Anticipate attending XYZ College in the fall of 2008.

21st CENTURY WORKFORCE SKILLS
	Critical Thinking Skills:
	· Use fundamental and technical analysis to analyze and select stock for my portfolio.  Selected Kohl’s Department Stores after in-depth research of financial statements and annual reports.  Achieved 1st Place in the Newsday Stock Market Game of over 900 competitors.

· Gathered and analyzed research on a foreign country, China, for the purpose of creating an international investment strategy.  Studied such topics as the country’s culture, political and economical systems, and equity markets. 



	Communications Skills:
	· Gave a five-minute presentation on my Kohl’s Department Stores project to Wall Street II class.



	Team Work and Leadership Skills:
	· Participated in Newsday’s Stock Market Game in which our team rotated jobs and positions.  Our task was to analyze public corporations and execute competitive buy and sell decisions.  My team achieved the “Top 5” status on Long Island competing against over 900 teams.  We increased our portfolio by 43% during a ten-week period.



	Time Management Skills
	· Successfully completed a sizeable mutual fund research project within the ten-day assignment period.   



	Computer Skills
	· Utilized the following software programs in completing the finance projects:  Microsoft Word, Excel, PowerPoint, and the Internet.

	Marketing Terminology 

and 

System Skills
	Stock selection process

Retirement planning

Estate and Tax planning

Options and futures

Exchange trade funds

International finance

Personal savings and debt analysis

Foreign Currency and Exchange Rates

Asset allocation

Identity theft

Bonds

Mutual funds

Real Estate



	Learning from the Experts
	· Class field trips to the floor of the American and New York Stock Exchanges.  

· Attended seminars at the Exchanges and worked with a specialist on the trading floor.

· Introduced to real-world concepts through class speakers such as Ms. Maserbat of Citi Street Financial Planning and Shelly Newman of Edward Jones Investments.



	Workplace Experience
	· Intern, non-paid, for Merrill Lynch, Smithtown.  During my ten-week internship I assisted the brokers with their daily tasks and entered data into the corporation’s database.

· Office Assistant, Design Capital Planning.  Summer, 2002.   Duties included making appointments for potential investors who wished to update their personal finances.


Earl S. Flat

	
(631) 000-0000                                                                                                                                                           222 Maple Road

	earlsflat@world.net                                                                                                                                             Smithtown, NY 11788

WHAT I HAVE TO OFFER YOUR COMPANY for the position as an office assistant.   

· Marketable computer skills; 

· Vocabulary and knowledge of business systems; 

· Organizational and communication skills
EDUCATION:        Anticipated graduation date - June 2008, Smithtown High School, Smithtown, NY.  

FUTURE PLANS:  Attend a Long Island college to study Business Management. 

21st CENTURY WORKFORCE SKILLS


Academic Achievements:

· Successful completion of five New York State Regents Exams in English, Global Studies, American History, Math and Science.

· Successful completion of five units of credit in a Career and Technical Education Regents Diploma including the mastery of the Microsoft Office Skills assessment.
Career & Technical Education Courses:  

· Accounting 

· Technology I  

· Architecture I & II 

· Marketing

· Business Analysis

· Business Ownership 

· Keyboarding 

· Graphic Arts

· Engineering

Career DNA

· Holland Interest Code – Conventional, Social, Investigative

· Task Preference – (1) Data, (2) People, (3)Things

· Personality/Behavior – (Yellow) Orderly, Cooperative, Consistent, Cautious
Thinking Skills:

· Identified a community problem such as the increased graffiti on buildings In 12th grade Participating in Government class.  Gathered information, interviewed town officials, and made a presentation to the class on how to solve the problem.

Use of Technology:

· Obtained the knowledge of Windows2000, Microsoft Office 2003(Word, Excel, PowerPoint and Access) and the Internet, through Business Computer Applications class.

· Installed new software in Computer Literacy class.

· Found and solved problems related to computer software or hardware in engineering class.

Using Information:

· Visited marine life research center and learned about the wildlife on Long Island.  Information provided served as a research for science experiment on preservation project.

Systems:

· Researched and studied Long Island’s ground water problem in biology class.  Presented paper on environmental hazards and proposed solutions.

· Studied U.S. and European economies and percentage of poverty in the world.

Using Resources:

· Participated in school’s annual Business Olympics in which the group delivered a multi-media presentation to a panel of judges from the business community.

Leadership Skills:

· Active member of the business DECA Club.

· Crew Chief for student faculty plays.

· Varsity Winter Track team member.

· Awarded Student of the month by senior class.

· Student Council Representative during junior and senior years

Workplace Experience:

· Office Assistant, AAA Business Information Network, Smithtown, NY. 10/07 to present.  Duties include: Faxing, filing, phones and computers.

· Counter person, Bagel Chalet, Commack, NY.  1/06 to 10/06. Duties included: Helping customers, handling money, and cleaning.

· Student Intern - Explored the field of accounting through a fifty-hour internship at A & W Accounting, Smithtown, NY 11787.

· Field Visit - Explored the field of finance through a four-hour visit to Computer Associates, International Business Department.

· Community Service – member of Key Club, which visited nursing homes and retirement communities during the holidays.



Your Name


	(631) Your Phone Number
	
	Your Street Address

	Email: your email address
	
	Your city, state and zip code


WHAT I HAVE TO OFFER YOUR COMPANY for the position as a position.  

· Skill

· Skill 

· Skill  

EDUCATION:

· Will graduate in June 200? from Commack High School, Commack, NY 11725

· Anticipate attending XYZ college in the fall of 2009.   

21st CENTURY WORKFORCE SKILLS
	Communications Skills 
	

	? Terminology and System Skills
	

	Communications Skills:
	

	Critical Thinking Skills:
	

	Creativity Skills:
	

	Problem Solving Skills


	

	Using Resources:
	

	Time Management Skills
	

	Technical/Computer Skills 
	· Obtained the knowledge of Windows2000, Microsoft Office 2007:  Word, Excel, PowerPoint and Access. 

· Able to use the Internet for researching data. 

· Able to install new software.

· Capable of finding and solving problems related to computer software or hardware.



	Financial Literacy


	

	Team Work and Leadership Skills:
	

	Workplace Experience
	· Start with most recent experience first.   

· Job Title, Name of Corporation, Street, City, State, Zip.  Phone Number.  Duration:  Duties include:  (list three).

· Non paid internships

· Field Trips

· Class guest speakers

· Volunteer work




Writing validation statements:
· Begin with an action verb,
· Identify the project
· Describe the task(s)
· Identify the class or arena
· Specify the outcome.  
Do not to use the pronoun "I" in your statements.
An example for a problem solving skill would be:
"Identified a community problem such as the increased graffiti on buildings.  Gathered information, interviewed town officials, and made a presentation to my Participation in Government class on how to solve the problem."
Note:  You do not have to use all the skill boxes listed above.  Remove the lines around and within the above table before printing.  The resume should be ONE page in length.  References may go on a separate page.
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