ENGL393BL: Drafting an Audience-Based Resume
Resume Worksheet




YOUR NAME:
PARTNER’S NAME:
PARTNER’S JOB TITLE:


PART ONE

Prepare for this assignment by reviewing your partner’s existing resume and job description. Start by identifying key skills in the job description and matching them to what’s listed on your classmate’s resume.

1. List the most important qualities a candidate must possess, according to the job description.

2. Now, identify 2-3 experiences your classmate possesses for each skill, according to his/her resume. If these skills are not present, ask your classmate what experiences they have that demonstrate these skills.
3. Identify the most important job responsibilities the hired candidate will perform, according to the job description.

4. Now, match your classmate’s skills and experiences to these responsibilities. If they aren’t clear from your classmate’s original resume, analyze carefully, make assumptions, and offer suggestions as to how your classmate can obtain these skills while still an undergraduate student.
PART TWO
Discuss with your partner what you’ve identified as essential information to include and potential gaps that may exist between written information and audience needs. Discuss experiences, course work, projects, and other activities that can demonstrate the skills you’ve identified as essential. 

After your discussion, summarize the key points discussed with your partner, and provide a list of the key experiences that you recommend your partner include on his/her resume for this assignment.
SUBMISSION
Share your completed worksheet with your classmate so s/he can benefit from your feedback. Post completed worksheets to ELMS.
