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Résumé Writing 

 

Description 

The workforce can be a highly competitive  
place! Give yourself a competitive edge by  
developing an effective résumé. In this 3 hour  
workshop you will learn to present yourself  
well through your résumé. Learn what  
employers expect and build your résumé based  
on vhat your employer’s ualue, and finally 
sharpen your business writing skills. 

 

Objectives 

By the end of this workshop you will be able to: 

 Know the Value of an updated résumé  
 Know your Employability Profile 
 Use your résumé to promote yourself 
 Create a Professional Customized Cover Letter 
 Focus on Employers Needs 
 Knov Résumé Do’s & Don’ts 
 Use Styles 
 Use Key Words 

  

Target Audience 

This workshop is perfect for anyone looking to create  
or update their résumé as well as their business  
writing skills. Students will need basic computer skills  
as well as basic word processing skills to complete  
this workshop. 

 

 

Content 

 Developing your Résumé 
o The Value of Updating 
o Employability 
o Promoting Yourself 

 Résumé Writing Tips 
 How to Make a Résumé 
 Using a Résumé Builder 
 Creating a Cover Letter 

o Customizing Cover Letters 
o Etiquette 
o Include your Objective 

 Be Concise  
 Keeping it Professional 
 Using Buzzwords 
 Focusing on the Employer’s Needs 
 Be Original 
 Proofing your Résumé 
 Résumé Do’s and Don’ts 
 Creating and Using Styles 
 Using Keywords 

 

 

 

 

 


