
L I F E S K I L L S  I N  A C T I O N

Preparing 
a Resume

M.G. HIGGINS

JOB
SKILLS+

PJ GRAY

LE
X

ILE
 140L H

L

HER JOB
NOT 

PJ GRAY

LIFESK
ILLS IN A

C
T

IO
N

S
A

D
D

LE
B

A
C

K
 E

D
U

C
AT

IO
N

A
L P

U
B

LIS
H

IN
G

PR
EPA

R
IN

G
 A

 R
ESU

M
E / N

O
T

 H
ER

 JO
B

ISBN: 978-1-68021-408-6

LSiA_PreparingaResume_CVR.indd   112/22/16   8:57 AM



NOW HIRING

2

LSiA_1 PreparingAResume_NF_.indd   2 12/21/16   1:20 PM



NOW HIRING

Finding a job is not easy. 

It takes time.

Be ready when a good job is posted.

Plan to make a resume.

This is a short history of you.

It is the first step to get a job. 

JOHN SMITH
123 Main Place, NJ 07097 | (555) 555-5555 | john.smith@mail.com

Summary

Education

Experience
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RESUME

EDUCATION

INTERESTS & HOBBIES

WORK EXPERIENCE

OBJECTIVE

Companies get many resumes 

when hiring. 

Yours must stand out.

Write a good one. 

Check it over.

If it looks good, you do too.

 

Most people use black text.

But they may add a bit of color.

Make a resume easy to read.

Bold key words.

This will make them stand out.
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RESUME

EDUCATION

INTERESTS & HOBBIES

WORK EXPERIENCE
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5

LSiA_1 PreparingAResume_NF_.indd   5 12/21/16   1:21 PM



2012 2013 2014 2015 2016 2017

College
High

School
Graduate

School

2014

2015

2016

2017

6

LSiA_1 PreparingAResume_NF_.indd   6 12/21/16   1:21 PM



All resumes are not the same. 

Think of the job you want.

Some jobs are creative. 

People make things. 

It may be art. Clothes. Ads.

Resumes for these jobs can be fun.

They may have more color. 

Special fonts. Bold design.

2012 2013 2014 2015 2016 2017

College
High

School
Graduate

School

2014

2015

2016

2017
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Want a different 

    point of view?

Just flip the book!

Stripped FLIP GRAPHIC.indd   1 3/31/14   8:11 AM

JUST f lip THE BOOK!

What happens when Liz decides 
to lie on her resume to get a 
great job? Find out in Not Her Job. 
Want to read on?

LSiA_1 PreparingAResume_NF_.indd   33 12/21/16   1:25 PM



LSiA_1_Not Her Job_Fiction.indd   1 12/21/16   1:32 PM



3

Liz was ready for summer break. There were 

just a few weeks left of her junior year. Next 

year, she would be a senior. She couldn’t wait. 

She walked out of history class. There was 

a crowd of students in the hall. They were 

reading a sign on the wall.

“What’s going on?” Liz asked.

“Didn’t you hear?” a girl replied. “Lola’s is 

hiring for the summer!”

“Really?” Liz asked. “They’ve never done that.”

LSiA_1_Not Her Job_Fiction.indd   3 12/21/16   1:32 PM



“I know,” the girl replied. “They are looking 

for two students. This is so cool!”

Liz agreed with her.

“Are you going to apply?” the girl asked.

Liz smiled. “Of course.”

“Me too,” the girl replied. “I bet everyone 

will. It’s going to be competitive.”

4

LSiA_1_Not Her Job_Fiction.indd   4 12/21/16   1:32 PM



Lola’s was a local clothing company. The 

owner had grown up in town. She opened 

the store after finishing college. 

Lola designed the clothes herself. Most of 

the girls at school shopped there. 

Liz wanted to work at Lola’s. She loved 

clothes. She carefully chose her outfit every 

day. She pored over fashion magazines. 
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That afternoon, Liz and Amber sat on the 

couch doing homework. Amber was Liz’s 

best friend.

“Are you applying for the job?” Amber asked. 

Amber already had a job. She worked at an 

art gallery. That was probably the second 

coolest job in town.

“I want to,” Liz said. “There’s no way they 

will hire me.”
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“Why not?”

“Everyone else will be applying. Why would 

they choose me? I have never had a job in 

fashion,” Liz said. “Last summer I worked at 

the water park. I wrapped gifts at the mall 

over the holidays.”

“That doesn’t matter,” Amber said.

“Easy for you to say,” Liz replied. “You 

already have a job. A great job.”
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Working is a part of life. 

People earn money at their jobs.

They can buy food and pay rent. 

Any extra can be used for fun.
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Jobs also build skills.

People learn new things. 

Many work hard. 

They take pride in their work.

 

Finding a job is not easy.

It takes time. 

There are many steps.

Others may want the same job. 

Plan to prove you are the best fit.
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Get ready for the job search. 

Prepare a resume.

This gives facts about you. 

Companies want to know who you are.

A resume is a good way to introduce yourself.
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Start with your name.

Add contact information.

This may be a phone number or email.

Show your job history.

List your school too.
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Want a different 

    point of view?

Just flip the book!

Stripped FLIP GRAPHIC.indd   1 3/31/14   8:11 AM

JUST f lip THE BOOK!

What happens when three 
friends decide to get jobs? 
Find out in Dream Jobs. Want 
to read on?

PJ GRAY
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Emma, Jess, and Matt were friends. The 

three had grown up together. Their parents 

were friends. They went to the same school. 

Summers were spent at Camp Arrowhead.

It was the last week of camp. High school 

was starting soon. 
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Each camper was able to choose one 

class. Emma had chosen gardening. 

Jess went with cooking. Matt picked 

computers. They spent every morning 

in class.

Afternoons were spent doing activities. 

Some days they swam. Other days they 

played games.
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They always ate lunch together. Most days 

they talked about their classes.

Emma loved her class. She was planning a 

garden at home. Her parents had already 

agreed. There was space in the yard for 

her. Fall planting would be a big job. But 

she couldn’t wait. 
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Jess had always liked cooking. Her class 

did some baking too. Matt’s birthday had 

been the week before. She made a cake 

for him. 
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Matt was learning all about computers. 

Every day he practiced coding. The class 

took apart computers. He learned how to 

rebuild them. 

Computer games took up the rest of the 

time. He didn’t know which he liked better. 

All were fun in their own ways.  
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