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Transition Topic Series

Creating a Resume
Definitions 
A resume is a formal document that summarizes your skills, achievements, experiences, and education. You will likely be asked to submit a resume when you apply for college, a job, or even a volunteer position. Think of a resume as a formal introduction. This is your chance to highlight your strengths and qualifications. A resume helps you show why you are qualified or the right fit for an opportunity. Most resumes list your contact information, educational background, skills, relevant experiences (like previous employment or volunteer work), achievements, and references. 
There are different types of resume formats to choose from when you are getting started. Here are the most common formats: 
· Chronological – lists educational and work experiences beginning with your most recent and continuing in descending order 
· Functional – focuses on skills and abilities, rather than past experiences  
· Targeted –highlights skills and experiences most relevant to the position; written for a specific job opening or opportunity 
Guiding Questions 
· What type of opportunity am I applying for – employment, college, volunteer?  
· Why am I applying for this opportunity? 
· Which resume format would be the best fit for this opportunity? 
· Are there resume samples for similar opportunities that I can use as a model? 
· If I am applying for employment, is there a job listing or description available for the position?  
· How will the reader know I am a good fit for the opening?  
· What skills or past experiences do I have that show I would be successful in the position? 
· Which of my skills do I feel most confident about?  
· What have been the most important responsibilities I have had? 
· What are my top three professional skills or attributes?  


Resources 
Resume.co Resume Templates These professional templates will help you make a positive first impression to a hiring manager or admissions staff. All the templates are free. These templates can be navigated with a screen reader and information can be entered into the “main” area. Use the Download Resume button after you have entered your information to create a PDF. 
Transition Tennessee's Resume Template This resource is specific to those with work-based learning experience. View an example and click “Accessible Download” for the editable format. 
Perkins School for the Blind This resource includes an article with information and tips to help get you started when writing your first resume.
Resume Writing Tips for People who are Blind or Low Vision (ConnectCenter.org) This guide will walk you through the key elements of an effective resume, tailored to your specific needs.
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