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Resume Development

Introduction
Resumes and cover letters are the very first thing an 
employer or scholarship provider/foundation will review to 
determine if an applicant may be worthy of employment 
or a scholarship. Learning how to create documents that 
summarize an individual’s knowledge, skills, experience, 
and accomplishments is a great way to earn opportunities. 
Portraying professionalism and infusing personality 
throughout the documents will give applicants a competitive 
edge in the application process. An important thing to remember is that the content of resumes and cover 
letters are unique to the person creating them. Their formatting, however; are a little more standardized. 

Activity One: What is a resume? 

Explain to the youth that a resume is a document that summarizes their accomplishments/experience, and 
highlights the skills and knowledge they have gained in an organized fashion. Writing a resume can be a 
daunting task, and knowing where to start is often the biggest challenge. Creating resume content for youth 
who may have not yet had previous employment can also be a di!cult task, but this activity will help young 
people start to compile their information. Ask youth to write down quick answers to the following questions. 
Give them about 30 seconds – 1 minute to record their answers, and then ask the group to share a few of 
their responses between each topic. 

1. Write down anything you’ve been involved with outside of school. Be specific and include how long  
 you’ve participated in the activity. For example: sports, church, 4-H, Boys/Girls Scouts, etc.  
2. Explain three experiences you’ve had where you learned a new skill. List where and when they took  
 place. 
3. Share a time when you were the leader. This can be a formal role, or just a time that you helped a  
 peer or friend. 
4. Write down anything you’ve done to make your community a better place. 

Supplies
• Printed Resume Worksheets 

(Optional; available in di"erent 
formats for age appropriateness)

• Blank paper for each person
• Pen/pencil for each person 

1. What did this activity help you recognize about your experience? Are there any areas  where  
 you may be lacking? 
2. If you are lacking in some areas, what are things you can do to help you add to those areas?
3. How does compiling a resume help you to set short and long term goals? 
4. Does writing down your accomplishments boost your confidence? How will this help you   
 prepare for an interview? 

Discussion Questions
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Activity Two: A Convincing Cover Letter 
Talk with the group about the role of a cover letter – this document is the chance to preface your resume with a 
narrative. The cover letter should be tailored to the people who are selecting the applicants, and should follow the 
traditional cover letter format. Cover letters should be professionally personal, and like a resume, they are unique 
to each individual. To help youth get started writing a competitive cover letter, show them the following sample 
application requirements: 

1. Must have previous experience in ________(each person may select their own topic     
 from step one of the resume activity) 
2. Must have excellent organizational abilities 
3. Must be a good team member with exceptional communication skills 

Explain that the first step to writing a cover letter is to understand how to mesh what the opportunity is seeking, 
with your current skills. Next, ask youth to address how their past experiences have prepared them to meet the 
requirements by writing down 3 – 5 sentences for each point. Stop between each one to give them a chance to 
share what they wrote with the group. When they have written three paragraphs, show them that they have already 
created the main content of the cover letter. 

To finish o" the letter, they need to create an introductory line that flows into the first paragraph, and a conclusion. 
The conclusion should briefly summarize what they have shared in the body of the letter, and show interest/
excitement in the potential of being interviewed. Give youth a moment to write the remaining two items, then ask 
the group to share how they introduced themselves and finished the letter. 

Share the following cover letter tips by asking others to read them to the group and share any personal 
examples (good or bad) they may have noticed as they compiled their own documents:

• Maintain professional language – a cover letter is much more formal than a note to a friend 
• Try to avoid using “I” but still emphasize your skills and knowledge
• Make sure to very clearly address each objective 
• Use this to fill in the gaps of the resume – don’t re-list your accomplishments 
• Always follow the correct format – watch for details with correct spacing and a signature 
• Make sure to have someone else review/edit your writing 

Cover Letter Development

Discussion Questions

Conclusion

Cover letters and resumes are always changing based on new skills you acquired and experiences you have 
had. Be sure to update your resume often and always tailor your resume to the opportunity you are applying for, 
whether it is a leadership position, a job, or a scholarship.
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Station 1:  Write down your 4-H 
projects, and how long you have 
worked on them. 

6WDWLRQ����
Explain three 4-H Activities or 
Experiences and where they took 
place: Club, County, Region, or 
State.

Station 3:  Try to think of when 
you accomplished a goal, when 
someone told you “good job”, or 
you won a competition. 

6WDWLRQ����
Share a time that you were a 
good leader. It can be a big role, 
or a time that you made others 
excited about completing a 
project. 

6WDWLRQ����
Write down some things that you 
have done to make your 
community a better place. 

6UBI�4UBUF�6OJWFSTJUZ�JT�BO�BGmSNBUJWF�BDUJPO�FRVBM�PQQPSUVOJUZ�JOTUJUVUJPO�



Abilities

Experience

awards & Accomplishments

Education

community service

RESUME DEVELOPMENT
What are three of your best skills? 

Where did you learn or pracitice the skills you listed 
above, excluding during school?

%JE�ZPV�BDDPNQMJTI�B�EJGmDVMU�HPBM �8IFO�IBT�TPNFPOF�UPME�ZPV�iHPPE�KPCw �)BWF�ZPV�XPO�BOZ�
challenges/contests?

List your formal education accomplishments. When 
XJMM�ZPV�HSBEVBUF �%JE�ZPV�SFDJFWF�BOZ�IPOPST ��
Were you involved in any leadership experiences? 

8IBU�IBWF�ZPV�EPOF�UP�NBLF�ZPVS�DPNNVOJUZ�B�CFUUFS�QMBDF �)BWF�ZPV�FWFS�TFSWFE�BT�B�WPMVOUFFS �
8IBU�XFSF�ZPVS�SFTQPOTJCJMJUJFT �

8WDK�6WDWH�8QLYHUVLW\�LV�DQ�DI¿UPDWLYH�DFWLRQ�HTXDO�RSSRUWXQLW\�LQVWLWXWLRQ�DQG�LV�FRPPLWWHG�WR�D�
OHDUQLQJ�DQG�ZRUNLQJ�HQYLURQPHQW�IUHH�IURP�GLVFULPLQDWLRQ��)RU�868¶V�QRQ�GLVFULPLQDWLRQ�QRWLFH��
VHH�HTXLW\�XVX�HGX�QRQ�GLVFULPLQDWLRQ�

UTAH 4-H & UTAH STATE UNIVERSITY EXTENSION
COLLEGE & CAREER READINESS

To! 10 Skills E"!loyers Seek:
���7FSCBMMZ�DPNNVOJDBUF�XJUI�QFSTPOT�JOTJEF�
outside the organization

2. Work in a team situation

3. Make decisions and solve problems

���1MBO�PSHBOJ[F�BOE�QSJPSJUJ[F�XPSL

5. Obtain and process information

6. Analyze quantitative data

���5FDIOJDBM�LOPXMFEHF�SFMBUFE�UP�UIF�KPC

���1SPmDJFODZ�XJUI�DPNQVUFS�TPGUXBSF�QSPHSBNT

���$SFBUF�BOE�PS�FEJU�XSJUUFO�SFQPSUT

����4FMM�PS�JOnVFODF�PUIFST

Source: Job Outlook 2013, National Association of Colleges & 
Employers



S#"!le Resu"e Te"!l#te
[Name]

[Address | Email Address | Phone Number] 

Experience

[Dates] [Description of Experience] [Location]

[Skill aquired from above experience]

[Skill aquired from above experience]

[Dates] [Description of Experience] [Location]

[Skill aquired from above experience]

[Skill aquired from above experience]

Awards & Accomplishments

[Dates] <%FTDSJQUJPO�PG�"XBSE�"DDPNQMJTINFOU> [Location]

[Dates] <&EVDBUJPO�%FHSFF�PS�$FSUJmDBUF> [Location]

<&EVDBUJPO�)POPST�"XBSET�PS�/PUFT>

<&EVDBUJPO�)POPST�"XBSET�PS�/PUFT>

[Dates] <%FTDSJQUJPO�PG�"XBSE�"DDPNQMJTINFOU> [Location]

[Dates] <%FTDSJQUJPO�PG�"XBSE�"DDPNQMJTINFOU> [Location]

Community Service/Volunteerism

[Dates] [Description of Community Service or Volunteer Role] [Location]

[Dates] [Description of Community Service or Volunteer Role] [Location]


