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DRESS FOR SUCCESS & RESUME WRITING

“You never get a second chance 
to make a first impression

~ Unknown ~ ”
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STUDENT ACTIVITY:
“DRESS TO IMPRESS”

v We will explore how to dress for an interview or a 
job by wearing clothing, accessories, and 
hairstyles that are considered  business attire.

v Divide into small groups or pairs.

v In your groups, select and circle the proper 
business attire for men and women to wear. Work 
as a team!

v Note: There may be more than one type of attire 
that is suitable for business.

v You only have 1 minute!
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How well do you know how 
to dress professionally 

from head to toe?
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to dress professionally 

from head to toe?



Collab Project Management & Consulting Services



Collab Project Management & Consulting Services



vDo wear:
Ø Dark colored jackets with 

matching skirt or slacks
Ø closed toe dress shoes with a 

2 inch heel
Ø plain hose
Ø well groomed hair and nails
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FIRST IMPRESSIONS 
COUNT

vIt takes less than 5 seconds 
to form a first impression.

ØSocial status
ØHealth
ØEducational level
ØIntelligence
ØAmbition
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FIRST IMPRESSION…. 
HOW ARE YOU JUDGED?

vAppearance and body 
language = 55%

vhow you talk = 38% 
intonation, pacing and 
inflection

vwhat you say = 7% verbal 
content
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PURPOSE OF A RESUME
v Resume: A critical tool to getting the job 

you want

v The first thing an employer sees to 
develop an impression about you

v Can be your first and greatest 
advertisement: Way to promote/ sell 
yourself to any employer
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3 TYPES OF RESUMES
vCHRONOLOGICAL: Lists all jobs you’ve had in reverse 

chronological order(most recent/newest listed first) – includes 
employer, tasks, and accomplishments.

vFUNCTIONAL: Shows accomplishments/achievements by listing 
skills you exhibited while doing them –tells what you know how to 
do – helpful format if tittle job experience

vCOMBINATIONS: Combines both chronological and functional –
can often be your best choice of a resume
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CHRONOLOGICAL RESUME
v Lists all jobs you’ve had in 

reverse chronological order 
– Includes employer, tasks, 
and accomplishments while 
at the job

v Traditional way to do a 
resume and a good way if 
you are established in a 
career
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FUNCTIONAL RESUME
vShows accomplishments/ achievements 

by listing skills you exhibited while doing 
them – tells what you know how to do

vBest when a lot of details are included 
and targeted towards the jobs you’re 
applying for

vIdeal resume type for those with little 
work experience, still in school, fresh out 
of college, or changing careers

vNote: Sometimes this type of resume is 
not as widely accepted by employers
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vCombines both chronological and 
functional – Can often be your 
best choice of a resume 

vLists groups of skills and a history 
of jobs in reverse – Chronological 
order 

vJob history just has the title of the 
jobs you’ve had, where you 
worked, and dates
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vLets' make your resume! even if you already 
have one now is a good time to strengthen it.

vThink of all of your accomplishments/ 
achievements that you can list since the 
summer of 8th grade until now
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v The choice of words you use to show your work 
experience can literally help or prevent you from 
getting an interview, job, scholarship, or college 
admittance

v It is critical the words you use describe what 
you’ve done in a powerful way:

v “Implemented” vs. “Did”, “reorganized” vs. 
“Changed,” “founded” vs. “Started”

v Use this list as a glossary of words to choose from 
when describing the tasks you’ve done in your 
resume
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v Your resume should be at least one (1) page 
as your career history gets more lengthy, a 
resume should be more than 1 page is 
acceptable. Condense items to fit on no more 
than two (2) pages to increase chances of it 
being read

v The first thing on top should be your first, 
middle, and last name – bolded and centered

v For your personal information, create an 
email that is professional sounding, not one 
that is slag or socially charged

I.E. PICK 
Ø michaelthomas@gmail.com

NOT emails like 
Ø toocuteforu@yahoo.com
Ø sexylisa98@Hotmail.com or 
Ø bigmoneyhustla@gmail.com

Collab Project Management & Consulting Services

mailto:michaelthomas@gmai.com
mailto:toocuteforu@yahoo.com
mailto:sexylisa98@Hotmail.com
mailto:bigmoneyhustla@gmail.com


v Keep the same font, format, and 
organization the whole way through.

v Proofread, proofread, proofread – Do 
not have spelling or grammar errors!

v Use power words (also called strong 
action verbs) to describe things you 
have done.

v Always edit your resume to be slated 
towards the job or scholarship you are 
trying to get. If it’s for college 
admission, no need to word resume to 
fit that particular college/university it 
may not be necessary.
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vInclude: personal hobbies and 
interests, more personal 
information (age, martial/family 
status, political affiliations), 
abbreviations, fancy fonts, photos.

vUsually people do not list 
references on their resumes. They 
do, however, have a list of people 
they can use as a reference if 
asked. It is most common to put 
“references” available upon 
request” on the resume.
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vUse your  “my resume brainstorm” to 
write your own combination-type 
resume.

vYou will write this version as you are 
only in high school and not yet 
established in a career.

vHighlight your skills, any work 
experience (formal or informal), 
activities, community service, honors 

vUse Calibri or times new roman font to 
ensure it looks professional, 

ü 11, 12 font size
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ØShort skirts

ØLingerie-style Blouses Under Suits

ØMule Shoes

ØPonytails Or Braids

ØGaudy Or Flashy Jewelry

DON’T WEAR: 

x
x

x
x

x
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WHAT QUESTIONS DO 
YOU HAVE?

What is something you learned today?
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