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Tools for Landing a Job

Curriculum Supported
Related Competency

Agribusiness Sales, Marketing, and Management
D. 8. Develop a résumé and complete a job application.

Curriculum Reference:

Agribusiness Sales, Marketing, and Management. University of Missouri-Columbia: Instructional Materials Laboratory, 1997.

Overview:

In this activity the web is used as the main resource and the computer is the tool used for developing a résumé (Part 1), completing a computer-based job application (Part 2), and creating an electronic portfolio (Part 3). The web is a constantly growing resource for information on landing a job. Anything from job postings to information on how to land a job can be found. Computing skills are another essential element in today’s job market. 

Activity Objectives:

1. 
Develop a résumé in a word processing program. (Part 1)

2. 
Complete a computer-based job application. (Part 2)

3. 
Identify components of an electronic portfolio. (Part 3)

4. 
Build an electronic portfolio. (Part 3)
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AS 11.1  Résumé


AS 11.2  Computer-based Job Application


AS 11.3  Electronic Portfolio

Scoring Guides: [image: image2.png]
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SG 11.1  Résumé 


SG 11.2  Computer-based Job Application


SG 11.3  Electronic Portfolio 

Instructor Preparation/Directions:

Part 1

1.
All activities and associated files are provided on the Computer Lab Activities in Agriculture instructor CD-ROM. Items followed by the CD-ROM icon [image: image3.png]


 are also provided on the Computer Lab Activities in Agriculture student CD-ROM.

2.
Familiarize yourself with the word processing software the students will be using for this activity and have a user’s manual for the software available for reference. In addition, it is helpful to pair computer-literate students with those who are not.

3.
Review the procedures of the activity with the students and the specific requirements for the criteria included in SG 11.1. If available, provide related examples of exemplary work.

Activity-Part 1 Length: 100 min.


Part 2

1.
All materials are provided on the Computer Lab Activities in Agriculture instructor CD-ROM. Items followed by the CD-ROM icon [image: image4.png]
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2.
Before assigning this activity to students, check the web link provided to ensure it is still available and current.

3.
a.
On-line option - The on-line job application provides students with a realistic experience in filling out an application on the Internet. Please note that the information they submit is not saved anywhere and will be lost when they quit out of the browser. The students must complete and submit the on-line application in one class period because the information cannot be saved in a file. 

b.
Word processing option - Conduct this option to complete a job application in a word processing program if you do not have access to the Internet or if you want the students to be able to save their files. You must have Word 97 or higher to use this option.

4.
Check to see if there is a student use policy at your school for using the network and Internet.  Students and parents may have to sign a form that releases the students to use the network and Internet during class.

5.
Discuss Internet cautions with the students before beginning this activity.  Inform them not to provide any personal information over the Internet through chat rooms or other sites.  Personal information includes full name, address, phone number, social security number, or picture.  Check with your school for additional rules and regulations on Internet use.

6.
Review the procedures of the activity with the students and the specific requirements for the criteria included in SG 11.2. If available, provide related examples of exemplary work.

Activity-Part 2 Length: 50 min.

Part 3

1.
All materials are provided on the Computer Lab Activities in Agriculture instructor CD-ROM. Items followed by the CD-ROM icon [image: image5.png]




 INCLUDEPICTURE "\\\\Imlnt1\\projects\\Agriculture\\CompApps\\CLAA Instructor Guide\\Art\\CD-icon.tif" \* MERGEFORMAT 

 INCLUDEPICTURE "\\\\Imlnt1\\projects\\Agriculture\\CompApps\\CLAA Instructor Guide\\Art\\CD-icon.tif" \* MERGEFORMAT  are also provided on the Computer Lab Activities in Agriculture student CD-ROM.

2.
Familiarize yourself with the presentation software the students will be using for this activity and have a user’s manual for the software available for reference. In addition, it is helpful to pair computer-literate students with those who are not.

3.
Review the procedures of the activity with the students and the specific requirements for the criteria included in SG 11.3. If available, provide related examples of exemplary work.

Activity-Part 3 Length: 200 min.

Discussion Questions:

Part 1

1.  
What are the benefits of creating a résumé with word processing software?

· The résumé can be saved on the computer’s hard drive or a floppy diskette and reprinted if the hard copy of the résumé is lost or destroyed.

· It can be accessed for editing whenever necessary. An electronic résumé can easily be tailored to each job opportunity and each version can be saved. 

· A résumé created on the computer looks more professional and also demonstrates proficiency with basic computing skills. In today’s competitive job market, a good résumé can give a job applicant the edge necessary for landing a job. This edge can be something as simple as creating the résumé with word processing software.

2. 
What are the advantages and disadvantages of posting a résumé on the web?

Advantages:

· Posting a résumé on the web is a convenient and efficient way to introduce one’s self into the job market. With a résumé posted in this fashion, hundreds of potential employers can gain access to an applicant’s credentials at the touch of a button.

· You can limit your job search by specifying which field or geographical area you are interested in (e.g., horticulture in Florida).

Disadvantage:

· There is concern that posting personal information on the web will violate one’s privacy.  The person posting the résumé should read each site’s privacy policy thoroughly to find out how the information is used and who has access to it.

Part 2

1.
How is filling out a computer-based job application beneficial?

· Filling out a computer-based job application is faster, easier, and more efficient.

· Because of the speed and ease of the on-line applications, job applicants can take advantage of applying for numerous jobs and increase their job options and chances of getting a good job.

Part 3
1. 
What are the benefits of creating an electronic porfolio on a computer as opposed to a hard-copy portfolio?

· One benefit is that information can easily be added or taken out of the electronic portfolio.  

· Existing information can easily be changed or edited. This makes it easy to maintain and keep the electronic portfolio as current as possible. 

· An electronic portfolio is not heavy or bulky like a hard-copy version. It can be written to a CD-ROM, published on the web, or e-mailed to a potential employer.

2. 
What are the benefits of using an electronic portfolio to market yourself for employment?

· It gives job applicants a competitive edge. This is because a portfolio gives applicants a chance to describe their past experiences in greater detail and to illustrate how they have benefited from them.

· In presenting an electronic portfolio to a potential employer, you can demonstrate your computer skills, which are almost always critical in today’s job market.

· An electronic portfolio can give you a sense of accomplishment. It provides an overview of what you’ve done, where you’ve been, and how you’ve grown. In other words, a portfolio can be used as a tool to evaluate yourself.

Assessment:

AS 11.1 - Grade the students’ résumés based on SG 11.1 located after AS 11.1. To increase the number of points for the project, assign more points to the criteria that you want to emphasize. For example, apply a scale multiplier that makes one or more criteria worth two times as much as the other criteria.

AS 11.2 - Grade the students’ job applications based on SG 11.2 located after AS 11.2. To increase the number of points for the project, assign more points to the criteria that you want to emphasize. For example, apply a scale multiplier that makes one or more criteria worth two times as much as the other criteria.

AS 11.3 - Grade the students’ electronic portfolios based on SG 11.3 located after AS 11.3. To increase the number of points for the project, assign more points to the criteria that you want to emphasize. For example, apply a scale multiplier that makes one or more criteria worth two times as much as the other criteria. For an example presentation, view the Electronic portfolio_presentation file, a PowerPoint file on the Computer Lab Activities in Agriculture CD-ROM.

Additional Activities:

1.
Have students submit their résumés and electronic portfolios to a potential employer. Receive feedback from the employer about the quality of the résumés and portfolios.

2.
Have students access one of the following web sites and become familiar with the résumé-posting opportunities available. Ask them to think about these questions when looking at these sites: Will I ever use these services? If so, what are the advantages and disadvantages?

· <http://www.farms.com/careers/index.cfm>

· <http://www.hotjobs.com>

· <http://www.careerbuilder.com>

· <http://www.career-index.com>

· <http://www.monster.com>

Alternative Applications:

This activity can also be used to support the following curricula and competencies.

Agricultural Science II, Career and Personal Development II


3. Describe how to apply and interview for a job.

Leadership and Personal Development (for Advanced Students)
1. Develop a résumé and complete a job application.

Credits:

Agribusiness Sales, Marketing, and Management (Student Reference).  University of Missouri-Columbia: Instructional Materials Laboratory, 1997.

Barrett, Dr. Helen C. “The Electronic Portfolio Development Process.” <http://transition.alaska.edu/www/portfolios/aahe2000.html> November 16, 2000.

Barrett, Dr. Helen C. “Electronic Teaching Portfolios.” <http://transition.alaska.edu/www/portfolios/site99.html> November 10, 2000.

ED 306 Home Page, College of Education, University of Missouri-Columbia.

<http://courseinfo.coe.missouri.edu> November 10, 2000.

Kimeldorf, Martin. Portfolio Power. Princeton, NJ: Peterson’s Education Center, 1997.
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          AS 11.1 

Student Activity Sheet

Résumé

Name ________________________

Student Objective:


Develop a résumé in a word processing program.

Equipment and Materials:

· Computer
· Word processing software, e.g., Word, WordPerfect

· Résumé_template (Word file) [image: image6.png]
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· SG 11.1 Résumé Scoring Guide [image: image7.png]
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Procedure:

1.
Refer to SG 11.1 for the criteria you will be graded on.

2. Use the résumé_template file provided on the CD-ROM or start with a new file to create a résumé including the following information:

· Personal information (i.e., name, current address, telephone number, e-mail address, and permanent address)

· Employment objective

· Educational background

· Work experience

· Other information (e.g., activities, honors, awards, skills)

· References (may be furnished upon request or printed on résumé)

See Figure 11.1 for a printout of a résumé prepared in the résumé_template file.
  Also see Figures 11.2 and 11.3 for other résumé examples. 

3.
Save the résumé often during the development process to a floppy disk or a location your instructor specifies.

4.  
When creating the résumé, be sure to adhere to the following guidelines:

· List basic personal information first.

· List an objective that is specific to each job. For example, if applying for a greenhouse manager position, an appropriate objective could be “seeking a position in managing greenhouse plants, personnel, and facilities.”

· Record educational background and work experience in different sections. List the most recent information first.

· Organize activities, awards, etc., with the most important items first.

· Limit the length of the résumé to one or two pages.

· Use appropriate font size and style.

· Spell all words correctly and use correct grammar.

· Ensure the résumé is neat and easy to read.

· Spell out all words (Missouri, United States, etc.)

· Place your name at the top of the résumé in bold.

· When describing work experience, use action verbs.

· Tailor your résumé to the job you are applying for.  For example, a résumé for a graphic artist position may have a more artistic style.

5.
After you have completed the résumé, review the content by reading it on the screen or proofing a printed copy. Make corrections as needed and save the file.

6.
When complete, print the résumé.
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2793 Elm Street


Phone: (555) 234-3452






Silverton, Missouri 65323

E-mail: amb@email.com 
Angela Brown

Objective
Seeking a position with the state or federal government to assist in the management of public forests and parks

Education
Graduated May 2000
Silverton High School
Silverton, Missouri

· GPA: 4.0

· Class of 2000 Salutatorian 

Experience
Summer 1999
U.S. Forest Service
Silverton, Missouri

Field Technician 

· Planted and maintained trees at Silverton Forest Service Tree Plantation

· Worked with staff foresters in day-to-day maintenance of plantation 

· Assisted in making arrangements for field days (tours of tree plantation)


Spring/Summer 1998
U.S. Forest Service
Silverton, Missouri

Volunteer

· Assisted with prescribed burns of United States Forest Service land

· Job shadowed a U.S. Forest Service forester

· Planted approximately 2000 trees on United States Forest Service land


May 1997 to May 1999
Al’s Burger Palace
Silverton, Missouri

Cashier/Cook

· Worked with public in fast-paced environment on a daily basis 

· Conducted financial transactions

· Prepared and served quality food items

Activities/Awards
· Silverton FFA Chapter President 1998-1999

· Silverton FFA Chapter Treasurer 1997-1998

· National Honors Society 

· Member of Missouri’s Forestry Team that placed 2nd in the Forestry Career Development Event in 1998

· Silverton FFA Member 1995-present

References are available upon request.



Craig D. Jones

  Permanent Address:


 cdj@email.com

         Current Address:

  1989 Highway 10





         673 Main Street


  Mount West, Missouri 68921




         Columbia, Missouri 65021

  (391) 555-8216





         (573) 555-1357

___________________________________________________________________________
Objective

Seeking a position as an associate buyer in a sales department

Work Experience

Sears Department Store, 1998 to present, Columbia, Missouri - Senior Sales Associate

Garden and automotive department

· Helped customers make informed choices when purchasing

merchandise

· Developed employee work schedules

Mount West Tools, 1996-1998, Mount West, Missouri - Assistant Manager

· Ordered stock for the store through computer database

· Assisted customers in making purchases

· Helped hire employees for the business

Tommy’s Bar-B-Que, 1994-1996, Highland, Missouri - Food Server

· Waited on customers 

· Bussed tables

Education

· Mount West High School, Mount West, Missouri

Graduated May 1998

· University of Missouri-Columbia

Major - Agricultural Economics

Anticipated graduation date - May 2002

Honors

· Employee of the month at Sears Department Store

· Inducted into Sigma Epsilon Academic Fraternity

Activities

· Mid-Missouri Humane Society volunteer

· Service Fraternity treasurer

References are available upon request.
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   AS 11.1 (continued)


 Megan E. Morris

  5592 Grand Avenue, Steelway, Missouri  60521

  Phone: (523) 555-9987 E-mail: morrism@email.com

 Objective: 

Seeking a computer technology position in agriculture 

 Summary:

· Reliable, hard-working, and honest student

· Work well with others

· Excellent leader and team builder

· Great deal of experience working with computer network systems 

 Work Experience:

· 2000 to present - Don’s Computer Service, Steelway, Missouri.  Perform general maintainance tasks on the company’s computers.

· 1998 to present - Student Assistant for the Technoloy Coordinator at Steelway High School.  Work after school assisting teachers with computer questions and problems.

· 1995 to present - Baby-sitter.  Responsible for the care and welfare of young children.

 Activities and Accomplishments:
· 1998 to present - Named to Steelway High School Dean’s List

· 1998 to present - Member of Steelway High School FFA Chapter; currently serving as Vice-President for the 2000-2001 school year

· 1998 to present - Member of Future Business Leaders of America, Steelway High School Chapter; currently serving as Secretary for the 2000-2001 school year

· 1998 to present - Captain of the Steelway High School varsity volleyball team

· 1998 to present - Member of the Steelway High School cross-country team

· 1999 - Proficiency award winner for Steelway High School FFA Chapter

 Education:

· Steelway High School, Steelway, Missouri

· Currently a Junior with a 4.0 GPA

References:

Available upon request
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Résumé Scoring Guide

Name _________________________
Exemplary--2 pts.
Acceptable--1 pt.
Needs Work--0 pts.
Pts.

Font Appearance

Meets all of the following criteria:

1. Readable (type style, size)

2. Eye appealing (compatible    fonts)

3. Appropriately formatted (use of bold, bullets, etc.)
Meets two of the criteria
Meets one or none of the criteria


Text Mechanics

No grammar or spelling errors
***
One or more grammar or spelling errors


Word Usage

Action verbs used to describe job experience
One item does not contain an action verb
Two or more items do not contain action verbs


Content Organization

1. Components are presented in correct order

2. Most recent job experience is listed first

3. Most important award/activity is listed first
Meets two of the criteria
Meets one or none of the criteria


Content Completeness

All components are present
***
One or more components are missing


   

Total points out of 10  _______

***No middle-ground criteria (either exemplary or needs work)

Activity 11 








          AS 11.2 

Student Activity Sheet

Computer-based Job Application

Name ________________________

Student Objective:


Complete a computer-based job application.
Equipment/Materials:

· Computer (Internet access if choosing the on-line option)

· Word processing option - Microsoft Word 97 or higher

· Word processing option - job application_template (Word file)
[image: image8.png]



· Word processing option - floppy disk

· SG 11.2 Job Applicaton Scoring Guide [image: image9.png]
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· Printer

Procedure:


On-line option:
1.  
Refer to SG 11.2 for the criteria you will be graded on.

2. 
Access Links to Teaching Resources on University of Missouri-Columbia’s Agricultural Education web site at <http://www.ssu.missouri.edu/AgEd/resource.html>.

3. Click on the Job Application link and fill out the application using the following guidelines. (See Figure 11.2 for a portion of the on-line application.)

· If a question does not apply, fill in the blank with “N/A” (not applicable). 

· Be sure to explain gaps in your employment history in the “Job duties and accomplishments” field.

· As with the résumé, it is essential to spell all words correctly and use correct grammar.

· Returns do not work in the fields, so type continuous text and use punctuation to separate phrases/sentences.

Note: You must complete and submit the on-line application in one class period because the information cannot be saved in a file.


4.
After you have completed the application, click on the Submit button.



Note: The information you submit is not saved anywhere and will be lost when you quit out of the browser. 
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Figure 11.2


5.
Review the content by reading it on the screen or proofing a printed copy. To print, click on the Print button on your browser. If you want to make corrections, click on the Back button on your browser, make the changes, and click on the Submit button again.



Note: Do not quit out of the browser before your application has been printed because you will lose the content.
6. 
When complete, print, sign, and date the application.
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   AS 11.2 (continued)

Word Processing Option:

1.  
Refer to SG 11.2 for the criteria you will be graded on.

2. 
Open the job application_template (Word file) and fill out the application using the following guidelines. (See Figure 11.3 for a portion of the file.)

· If a question does not apply, fill in the blank with “N/A” (not applicable). 

· Be sure to explain gaps in your employment history in the “Job duties and accomplishments” field.

· As with the résumé, it is essential to spell all words correctly and use correct grammar.


3.
To check the checkbox fields, double-click the appropriate box and select the Default value of Checked.
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Figure 11.3


4.
Save often to a floppy disk while completing the application.


5.
After you have completed the application, review the content by reading it on the screen or proofing a printed copy. Make corrections as needed and save the file.

6. 
When complete, print and sign the application.

Activity 11 








          SG 11.2

Computer-based Job Application Scoring Guide

Name _________________________
Exemplary--2 pts.
Acceptable--1 pt.
Needs Work--0 pts.
Pts.

Text Mechanics

No grammar or spelling errors
***
One or more grammar or spelling errors


Word Usage

Action verbs used to describe job experience
One item does not contain an action verb
Two or more items do not contain action verbs


Organization

1. Most recent job experience is listed first

2. Most important award/activity is listed first
Meets one of the criteria
Meets none of the criteria


Completeness

1. All questions are answered or filled in with “N/A”

2. Gaps in employment history are explained

3. Signed and dated
***
Meets fewer than three of the criteria


Total points out of 8  _______

***No middle-ground criteria (either exemplary or needs work)
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Student Activity Sheet

Electronic Portfolio

Name ________________________

Student Objectives:

1. 
Identify components of an electronic portfolio. 

2. 
Build an electronic portfolio. 

Equipment and Materials:

· Computer with Internet access

· Presentation software, e.g., PowerPoint, Corel Presentations

· SG 11.3 Electronic Portfolio Scoring Guide [image: image12.png]
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· Electronic portfolio_blank template (PowerPoint file) [image: image13.png]



· Electronic portfolio_presentation (completed sample PowerPoint file) [image: image14.png]
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Procedure:

1.
Refer to SG 11.3 for the criteria you will be graded on. 

2. 
Before you can begin creating an electronic portfolio, the following decisions must be made: purpose of the portfolio, who the intended audience is, software to be used. These decisions are the foundation for the creation process.


Note: For this activity, the purpose of the portfolio is to market yourself for a job and the intended audience is the potential employer.

3. Using a presentation software program, create an electronic portfolio to use in marketing yourself for employment. Use the electonic portfolio_blank template file on the CD-ROM or start with a new file. The portfolio should include the following components:

· Title page (should be a simple, professional design including your name and at least one relevant graphic or piece of clip art)

· Table of contents (with hyperlinks)

· Introduction (purpose, overview of experience, etc.)

· Education (schools attended, years completed, emphasis areas)

· Work experience (list like résumé)

· Awards and certifications (FFA awards, organization affiliations, driver’s license, etc.)

· Special skills (typing, computer skills, etc.)

· Three artifacts with reflections and titles (exemplary schoolwork, career-related photographs, etc.)

· References (List the name, job title, address, and phone numbers of three individuals who know about your work experience, skill, and/or character. Do not include relatives.) 



Other requirements:

· The portfolio should include hyperlinks on each page that link the viewer back to the table of contents.

· Provide navigational aids for moving forward or backward in the presentation. 

· To eliminate potential distractions, do not use transitions or animation in your portfolio.

4.
Check with your instructor about which type of graphic file format to insert in your portfolio. See the note below. 

Note: Web page clip art files have a .gif or .jpg extension and a smaller file size. These files are low resolution (lower dots per square inch (dpi), will print with less detail, and are more likely to have pixilated (jagged) edges. High-resolution (higher dpi) clip art files have extensions such as .tif or .eps and have a larger file size.  These files will provide more detail and smoother edges. The choice many times depends on how much disk space you have and the level of quality required for your document.

5.
To find relevant clip art or graphics for your portfolio, check if a clip art CD-ROM is available or search the Internet for clip art. The Internet has many resources for free clip art. Two resources are the following:

· Clip Art Connection <http://www.clipartconnection.com/>

· AllFreeClipArt.com <http://www.allfreeclipart.com/>

6.
Save your portfolio often during the development process to a location your instructor specifies.

7.
Present the portfolio to your instructor showing content and navigation. Print the portfolio and give it to your instructor.

Activity 11 
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Electronic Portfolio Scoring Guide

Name _________________________

Exemplary--2 pts.
Acceptable--1 pt.
Needs Work--0 pts.
Pts.

Font Appearance

Meets all of the following criteria:

1. Readable (type style, size)

2. Eye appealing (compatible fonts)

3. Appropriately formatted (use of bold, italics, etc.)
Meets two of the criteria
Meets one or none of the criteria


Text Mechanics

No grammar or spelling errors
***
One or more grammar or spelling errors


Colors

Meet all of the following criteria:

1. Good contrast

2. Appropriate number of colors

3. Consistent, subtle background
Meet two of the criteria
Meet one or none of the criteria.


Title Page Design

Meets all of the following criteria:

1. Design has professional appearance

2. Clip art or graphic is relevant to purpose

3. Clip art or graphic is good quality (good resolution, clear)
Meets two of the criteria
Meets one or none of the criteria


Content Organization

Meets all of the following criteria:

1. Components are in logical order

2. Text is formatted so that lists, titles, and narrative are easy to read and distinguish

3. Consistent formatting style is used throughout (e.g., bullets, indentions, titles centered)
Meets two of the criteria
Meets one or none of the criteria


Content Completeness

All components are present
One component is missing
Two or more components are missing


Navigational Aids

All of the following links are present and operational:

1. Forward/backward buttons on all slides

2. Links for each item on table of contents slide

3. Table of contents link on each subsequent slide
Two or fewer links are missing or don’t work
Three or more links are missing or don’t work


   

Total points out of 14  _______

***No middle-ground criteria (either exemplary or needs work)

Figure 11.1 -  Sample résumé





Figure 11.2 - Sample résumé





Figure 11.3 - Sample résumé
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