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Download this file to your computer and respond to the prompts. When you are done, save as a .doc/x file as “LastName-MRB” upload to the assignment on Blackboard by 9:30am on Wednesday, November 23.


Part 1: Master Resume | Resume Brainstorm
EDUCATION & ACADEMICS
Identify/describe your (broad) discipline and your major.

Identify/describe your career field and your (realistic) ideal job after graduation.

Identify at least three important, challenging, or otherwise impressive upper-level courses you took and briefly describe what you learned (or did) in each.

Describe any collaborative or individual projects, presentations, or research you’ve done as part of your coursework. 

Describe any discipline-related activities in which you have been involved outside the classroom (presentations, projects, research, mentoring, tutoring, internships, training, observations, etc.).

Describe any honors, awards, or commendations you received for your academic work.

WORK & EMPLOYMENT EXPERIENCE
List and describe your past work experience. For each job, 1) provide the name of the business or organization, 2) provide your title*, 3) indicate dates you held the position, 4) describe job duties and responsibilities, 5) describe the skills and knowledge you used to perform your work, 6) list any successes, accomplishments, special projects, etc. 	*or give yourself a reasonable/recognizable job title 

DESIRABLE & TRANSFERABLE SKILLS
List computer skills and abilities (platforms, software applications, hardware, programming/code, etc.).

List language fluencies other than English. (By fluency, I mean reading, writing, and/or speaking—not beginner, intermediate, etc. On the job market, you’re either fluent or you aren’t—there is no “intermediate” fluency.)

From the list of “Critical Employment Skills” on the assignment page, identify at least three skills you possess. For each, describe where you learned the skill, how you practice it (or have practiced it), or otherwise provide “proof” that you have it.  
Critical Employability Skills: 

From the list of “Personal & Soft Skills” on the assignment page, identify at least three skills you possess. For each, describe where you learned the skill, how you practice it (or have practiced it), or otherwise provide “proof” that you have it.  
Personal & Soft Skills: 

ORGANIZATIONS, VOLUNTEERING, & SERVICE (after high school)
List any extracurricular groups, organizations, or activities you’ve engaged in and list any positions you’ve held. What did you do as part of these organizations? When?

List any community service or volunteer activities you’ve engaged in. What did you do? When?

EVERYTHING (ANYTHING) ELSE
What else? Anything else potential employers might be interested in? (memberships, awards, certifications, workshops, skills, personal achievements, responsibilities… anything…)



Part 2: Career Common Language

Find out what sorts of skills, abilities, qualities, and characteristics are valued by employers looking to hire people in your field and/or for your desired position. You can read about career fields and positions at the links on the assignment page. Also, sure to browse job search websites for your position title (or similar positions) to see if you can find any instances of recurring skills, characteristics, or qualifications (verbs and adjectives). 
Write a few sentences about what commonalities you found and include two or three links to materials and/or job ads that illustrate the sort of language you found. 
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