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Résumé Writing Workshop – Facilitator’s Notes 
     
 
SUGGESTED SCHEDULE (90 minutes / 1 hour 30 minutes)*: 
 

Length of 
Time 

(minutes) 
Item Description Appendix 

25 INTRO Facilitator gives intro using PPT presentation 
- Shows sample résumés  

35 WRITING RÉSUMÉS   

Participants work on writing résumés 
- Facilitator hands out Appendices I-III (all stapled in a 

packet) and Appendix IV should be handed out 
separately 

- Ideally, work on computers in American Spaces 
- If this is not an option, facilitator should hand out 

blank paper and pens for participants 

Appendices 
I, II, III, & IV  

20 PAIR WORK 

Participants work with a partner & provide feedback on each 
other’s résumés 
 - Facilitator can pair people up or participants can find own 
partner 
- 10 minutes for each person's résumé 

 

10 WRAP UP 

Facilitator leads: 
- What kind of feedback did you get from your partners? 
- As the reviewers (when you looked at your partners’ 
resumes), what areas/items did you like?  What was 
particularly strong? 
- Will you be able to use these résumés in looking for work? 
- Facilitator tailors questions based on audience 

 

 
 
Notes: 
 
* Facilitator should highlight that today’s workshop provides the foundation for 
developing and refining résumés.  More time will be required outside of the workshop to 
create a well-developed and targeted résumé for specific job opportunities. 
 
** Facilitator can also build in more time for the “WRITING RÉSUMÉS” portion of the 
schedule.  Time-permitting, this activity can be scheduled for 1 hour. 
 
*** Facilitator should mention that résumés are only one part of the job-seeking process.  
Other important areas include cover letters and interviews.  Facilitator may wish to 
conduct follow-on sessions covering these topics. 
 
 
 
 



 
 
 

 

 
 

Résumé Writing Workshop – Appendix I 
 

Sample Chronological Resume – excerpt 
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Source: www.wikihow.com/Sample/Chronological-Resume 
 

http://www.wikihow.com/Sample/Chronological-Resume


 
 

 

 
 

Résumé Writing Workshop – Appendix I 
 

Sample Chronological Resume – excerpt 
 
 

 
 

  

 

Source: https://resumegenius.com/wp-content/uploads/2015/09/sales-associate-resume-sample.jpg 
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https://resumegenius.com/wp-content/uploads/2015/09/sales-associate-resume-sample.jpg


 
 

 

 
 

Résumé Writing Workshop – Appendix II 
 

Sample Functional Resume – excerpt 
 

 
 
 
 
 

 

Source: https://www.sampletemplates.com/resume-templates/functional-resume.html 
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https://www.sampletemplates.com/resume-templates/functional-resume.html


 
 
 

 

 
Résumé Writing Workshop – Appendix II 

 
Sample Functional Resume – excerpt 

 

 
 
 

 

Source: https://resumegenius.com/wp-content/uploads/2015/08/customer-service-call-center-
fuctional-resume-sample.jpg 
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https://resumegenius.com/wp-content/uploads/2015/08/customer-service-call-center-fuctional-resume-sample.jpg
https://resumegenius.com/wp-content/uploads/2015/08/customer-service-call-center-fuctional-resume-sample.jpg


 
 
 

 

 
Résumé Writing Workshop – Appendix III 

 
Sample Combination Resume – excerpt 

 

 
 
 
 
 

 

Source: https://americanspaces.state.gov/home/programming/packaged-programs-incl-smithsonian/ 
Entrepreneur Incubator, page 15 
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https://americanspaces.state.gov/home/programming/packaged-programs-incl-smithsonian/
https://americanspaces.state.gov/home/programming/packaged-programs-incl-smithsonian/


 
 
 

 

 
Résumé Writing Workshop – Appendix III 

 
Sample Combination Resume – excerpt 

 

 
 
 
 

 

Source: https://resumegenius.com/resume-samples/customer-service-resume-example 
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https://resumegenius.com/resume-samples/customer-service-resume-example


 
 

 
 
 

Résumé Writing Workshop – Appendix IV 
 

SAMPLE COMBINATION RESUME TEMPLATE 
 
 

 
 
 
 
 
 
 
 

Source: Smithsonian Institute’s Entrepreneur Incubator Overview; 
https://americanspaces.state.gov/home/programming/packaged-programs-incl-smithsonian/ 

Entrepreneur Incubator, page 14 
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https://americanspaces.state.gov/home/programming/packaged-programs-incl-smithsonian/
https://americanspaces.state.gov/home/programming/packaged-programs-incl-smithsonian/


 
 
 

 
 

Résumé Writing Workshop – Appendix IV 
 

Résumé Building Blocks Worksheet 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 
Professional Work Experience (most recent positions first): 
 
 
 
 
 
 
 
 
 
 
Skills to Highlight: 
 
 
 
 
 
Education: 
 
 
 
Honors: 
 
 
Publications: 
 
 
Activities/Interests: 
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