Twen T. First

	(631) 000-0000                                                                                                                                                           222 Maple Road

	21c@optonline.net                                                                                                                                              Smithtown, NY 11788

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

·  ..
· ..
· ..
EDUCATION:        Anticipated graduation date - June 2009, Smithtown High School, Smithtown, NY.  

CAREER PLANS:  Attend a Long Island college to study Business and Technology Management. 

21st CENTURY WORKFORCE COMPETENCIES



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
Research Skills and Use of Technology
(Include use of Internet tools such as Google, blogs, wikis)
Critical Thinking Skills
Identify the project and related class, club or activity
Describe the objective and tasks
Describe the manpower – individual or group
Describe the results

Describe the application or reporting process of the results.

 Creativity and Innovation
Identify the project and related class, club or activity
Describe the objective and tasks
Describe the manpower – individual or group
Describe the results

Describe the application or reporting process of the results.

 Leadership
Identify the project and related class, club or activity
Describe the objective and tasks
Describe the manpower – individual or group
Describe the results

Describe the application or reporting process of the results.

Communications:
Writing

Listening

Speaking

Identify the project and related class, club or activity
Describe the objective and tasks
Describe the manpower – individual or group
Describe the results

Describe the application or reporting process of the results.

 Global Awareness
Identify the project and related class, club or activity
Describe the objective and tasks
Describe the manpower – individual or group
Describe the results

Describe the application or reporting process of the results.

Multi-tasking

Identify the project and related class, club or activity
Describe the objective and tasks
Describe the manpower – individual or group
Describe the results

Describe the application or reporting process of the results.

Organizational

Identify the project and related class, club or activity
Describe the objective and tasks
Describe the manpower – individual or group
Describe the results

Describe the application or reporting process of the results.

Team Work

Identify the project and related class, club or activity
Describe the objective and tasks
Describe the manpower – individual or group
Describe the results

Describe the application or reporting process of the results.

Work Ethic

Identify the project and related class, club or activity
Describe the objective and tasks
Describe the manpower – individual or group
Describe the results

Describe the application or reporting process of the results.

Social Responsibility

Identify the project and related class, club or activity
Describe the objective and tasks
Describe the manpower – individual or group
Describe the results

Describe the application or reporting process of the results.

Computer Literacy
(Society for Human Resource Management Workforce Development Standards)

Capable of:

· Using a word processing program, to create a memo or business letter using the correct business format, spelling, grammar, punctuation and capitalization..

· Using a spreadsheet program such as Microsoft Excel to:

· Design and enter data into the spreadsheet.

· Create column headings, headers, footers, and page numbers.

· Sort data and create a graph or pie chart using data.

· Use basic mathematic formulas for data manipulation.        



· Using presentation software, to create multi-media presentations using appropriate themes, font styles and sizes, graphics.

· Using desktop publishing software, to create flyers, brochures and other types of marketing documents.

· Using communications software, to create and send email communications, attach files, create new folders and write action rules for filing of email, and create mail distribution lists

Workplace Experiences
· Job title,name of company, location, tasks, duration.
· Job title, name of company, location, tasks, duration.
· Student Intern, name of company, location, tasks, duration.
· Field Visit – identify class, company, purpose and value of trip
· Community Service – identify organization, activity, outcomes, length of time.  



Your student’s resume should be one page in length.  
Remove border lines around table.

