
Resume Workshop



Resume Workshop 

Objectives:  
By the end of the lesson, you will 
have a completed (or almost 
complete) English-style resume. 

Resume workshop topics: 
You will learn about… 
• content  
• organization 
• design 
• language 

Schedule: 
1. Lecture & examples 
2. Create your resume



What is a resume? 

A resume is a marketing tool to promote 
yourself and get an interview.  

A resume shows that you are a match for a 
position. 

A resume is a summary of… 
• Education 
• Experience 
• Skills



How is a resume used? 

A resume can be used when applying for an 
internship, graduate course, volunteering, or an 
employment opportunity.  
(Know your audience!) 

Resume -> Interview -> (References) -> Offer 

Did you know? 
Employers initially spend about 30 seconds or 
less looking at each resume. 
- Make a good impression, quickly! 



Know your audience! 

Match the content with the resume with the 
position. 

Volunteering to teach children  
= Focus on your experience with children 

Teaching adults 
= Focus on your experience teaching high school 
students and above 

Educational publisher 
= Focus on your experience of developing lesson 
plans and materials 



Resume design: The basics 
1~2 pages 

Use a standard font (Arial, Helvetica) 

Use bolding, underlining, italics, CAPS, etc. 

Use lines and boxes to separate sections/headings 

Use bullet points with action verbs 

Balance white space and text 

Check spelling x 1,000 

Save and send as a PDF 

Save as Name_resume.pdf -> EdwardPovey_resume



Resume sections and content 

Content (some of these are flexible - vital sections in red): 

• Photo (Korea only - not needed abroad) 
• Contact information 
• Objectives 
• Education (courses and certificates) 
• Teaching experience 
• Work experience 
• Volunteering / Leadership experience 
• Honors / Awards 
• Interests 
• References 



This is my most current resume. 
This is my 11th version in the last 10 years. 



italics 

box 

bold 

contact 
details 

bullets and most 
recent qualification 
explained in detail 



in detail 



in detail 



This is the second page of my 
older resume (2008). 

Notice how the teaching and 
‘other’ work experience are 
separate sections.  

This is because I didn’t have a 
lot of teaching experience, so I 
wanted to highlight that first.  

The experience in the ‘other’ 
section is only what I think is 
relevant. 

Tip: If you don’t have a lot of 
experience, use the ‘Enter’ 
button more often!



Resume: Main sections 

• Contact information 

• Education  

• Work experience // Teaching experience 

• References

Be easy to contact  
Don’t use a strange email address: sexy872@naver.com 

Give more detail for your recent and relevant education. 
e.g. TESOL Cert -> list the courses, your coursework 

Give more detail for your recent and relevant work. 
Delete older work that isn’t relevant.

Check the description of the position requirements. 
Often one work and one educational reference needed.



Resume language: action verbs 

Use action verbs to give details about your work and education. 
For example: 

• Developed English materials for business English students 

• Created teaching materials such as board games and 
worksheets using compete software 

• Demonstrated my teaching skills using detailed lessons plans 
I had developed 

• Led a group of students in creating a literacy word wall 
based on the story “The Hungry Caterpillar” 

• Produced a poster based on “Task-Based Language Teaching” 
techniques 



Resume language: action verbs 

Examples: 

Also see the ‘Action-Verbs-for-Resumes’ PDF file on my site. 



Writing tips: Remember the three C’s 

Clarity 
make presentation clear and concise 

Consistency 
do not mix categories, dates, and design features 

Conciseness 
summarize and highlight 



Writing tips:  
How do I choose what will go in the final draft? 

• What is most relevant for the job? 

• Which aspects are more recent? 

• What makes me special and unique? 

• What are the important duties, tasks and 
achievements I completed? 

• What might interest the potential employer? 

• Which categories do I need? (volunteering, 
teaching experience…)



Create your resume! 

You can find free templates to download on my website. 

You can also download this presentation file for review and a 
file of action verbs to use.

www.edwardtesol.com 
password: english

http://www.edwardtesol.com

