
Resumes
WHY DO I NEED ONE? HOW CAN I MAKE ONE?



What is a Resume? 2

It is meant to 

clearly show all 
your applicable:

EXPERIENCE

INTERESTSEDUCATION

SKILLSETSThink of a Resume as 
a "self-advertisement"

+



SKILLSETS



First Resume? 4

What makes you good 

at those activities?

Let's start with skills:

So how do you start?

HOBBIES/INTEREST-BASED SKILLS LITERAL SKILL 
BRAINSTORM

Think 

through 

activities 

you like

to do in 

your

free-time?
Art?

Music?

A Sport?

Gaming?

Coding?

Writing?

Attention 
to Detail?

Creativity?

Ability to adapt 
strategies 
quickly?

Consistency 
and Practice?

Teamwork?

Critical 
Analysis?

(that way we brainstorm what

experience you can include.,.)

HARD
SKILLS

v.

soft
skills



5Soft v. Hard Skills

Personality 

Strengths
Technical 

Abilities

soft HARD

good 
employees 

have a mix 
of both; 

some skills 

are stronger 
than

others

creativity critical 
thinking

empathy

good 
communication

problem 
solver

adaptability

reliability

integrity

willingness to learn

leadership

EQ

time management

foreign 
language 

skills

website 
development

coding

artistic ability

budgeting

organizationquick-
math

writing 
proficiency

robotics

handy-skills

cooking skills

social 
media



Examples of interests generating applicable skills: 6

EX 1: GAMING EX 2: DANCE

SOFT SKILLS HARD SKILLS

self-discipline

/dedication

Costume 

maintenance

/design

creativity

/problem solving
Managing community 

events (competitions)

Accountability

(knowing your

performance

effects the rest)

visual/auditory skills 

(matching sound to 

movement, ability to 

harmonize two 

different elements)

SOFT SKILLS HARD SKILLS

problem solving

/critical-thinking skills

computer 

programming

communication 

/coordination 

(team-based 

games)

Hand-eye 

coordination/ 

Manual dexterity

time management 

(when levels have a 

time limit)

quick response 

timing (general 

mental/physical 

reflexes)



TASK 1:

Take out a piece of paper/open a word doc and list out:

Use the list of hobbies/interests you just made to brainstorm:

 3 soft skills you use and have

 3 hard skills you use and have

 3 hobbies and/or interests of yours



EXPERIENCE



What = previous experience? 9

Activities / Extracurricular / Small Jobs—

That Add To Work Experience Traits Like

o Organization

o Leadership

o Time management

o Teamwork/collaboration

o Clear communication with others/your 
employer



Examples: 10

Babysitter

- Time Management

- Problem Solving

- Interpersonal Skills

- Creativity (making up 
activities for the kids)

Camp Counselor

- Conflict Resolution 
(between campers)

- Clear Communication 

- Team Management (of 
other counselors and 
campers) 

Club Leader

- Leadership

- Project and Team Management 
(both included in managing a 
club (all activities and 
participants))

- Creativity (speaks to the focus 
of the club) 

- Initiative/Ambition (you are 
creating your work/facilitating your 
club)

Pet-Sitter

- Personal Responsibility 
(keeping track of all 
you need to do to take 
care of the pet(s))

- Clear communication 
with upper-
management (how you 
communicate with the 
Owners)

Team Captain

- Team Leadership 

- Collaboration 

- Conflict Resolution (this 
could also be between 
team members and 
coaches—an example 
of "Managing Up")

Shop Assistant

- Task management 

- Product Fluency (you know 

about what you are selling)

- Customer Service Skills 

(encompasses 

interpersonal – 

communication skills)

(If you have any experience 

shadowing or helping-out 

working family members – a 
great + easy addition to your 

resume )



TASK 2:

With the same piece of paper/word doc from TASK 1 - brainstorm:

Under each brainstormed example of 'experience' - list out:

 (At least) 3-4 skills you gained, 
used and/or had to master while 
doing said experience/work

 (At least) 2-3 examples of 'work experience' that could 
have generated applicable skills (hard/soft)



Formatting & Basic-Info: 12

➢ NAME AS HEADER

➢ PHONE # AND/OR EMAIL YOU REGULARLY CHECK

o (Email should be your school email address, or one that clearly shows 

your given name/has no personalized nicknames (ex. 

Doglover@gmail.Com)

➢ TYPICALLY, ONE PAGE

o Why? Employers often receive many resumes,

o So you want to make it quick and easy for them to absorb your 

information THEREFORE format and wording MATTER EXAMPLE



Resume 
Example



TASK 3: YOUR RESUME!

Find the Resume Template in the "Resources" folder on the Dashboard

1. Make a copy of the Resume Template

2. Edit Template accordingly with your:

▪ Personal Information

▪ Education Level

▪ Work Experience

▪ Additional Skillsets

*red text 

shows 
where you 

can add-in 
your info*



OTHER RESOURCES

 MCPS:

o Student Resources

▪ Sample cover letter:

▪ Sample resume

▪ Internship Coordinators by School

▪ Counselor Recommendation Form

▪ Teacher Recommendation Form

 MWE https://mwejobs.maryland.gov/vosnet/Default.aspx

o Scroll down and click "Create Resume" under job seekers and it can 

walk you through it for their database

https://docs.google.com/document/d/13PFmsRYQEzw0kDSXjHpEbQP7fkS-v_xmOjvvqBn2nxo/edit?ts=5e21fb7b
https://docs.google.com/document/d/17Ik9Df5CM4oU9TqFpHPMCgLSBxFeWPCAOPvTIFuGHmY/edit?ts=5e21fb22
https://docs.google.com/document/d/1CCR5Yi8RK-b5-J9wocszb2IJWlXDuv7obm8zO696Q70/edit
https://ww2.montgomeryschoolsmd.org/departments/forms/pdf/280-91a.pdf
https://ww2.montgomeryschoolsmd.org/departments/forms/pdf/280-91b.pdf
https://mwejobs.maryland.gov/vosnet/Default.aspx
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