
Resume 
Writing, 
Interview Tips, 
and Soft Skills 

What about the job 
application? 

If on paper: 

Print using a pen, only blue or black 
ink. 

Check your spelling. 

Answer every question or write N/A. 

Take  your time. 

Make sure your information is 
accurate. 

 

If on the computer: 

Ask questions when you aren’t sure 

what to do. 

Follow same rules as on a paper 

application. 
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Resume Writing 

Heading:  How the employer can reach you. 

Career Objective: What type of employment 

               you are wanting. 

Skills, Experience, and/or Personal  

Attributes:  Positives about you and what    

    you know how to do that you   

    could use in this job.  

Education:  List your education starting with 

   your most recent then go back    

 from there. 

Employment History:  List your most recent 

 employment and go back from 

 there. If you have no work history, 

 you can enter volunteer work 

 instead. Just label it Volunteer 

 History instead.  
 

Top 10 Soft Skills Needed to Keep the 
Job 

1.  Communication Skills—use your manners 

2. Teamwork—work together 

3. Problem Solving and Creativity—new can 

be better 

4. Flexibility—change can be a good thing 

5. Conflict Resolution—stay under control 

6. Work Ethic— take the initiative 

7. Positive Attitude—do your best 

8. Time Management and Organization—

prioritize 

9. Self Confidence—”I can do this job!” 

10. Professional Ethics—be honest and take 

responsibility for your actions 

 

Interviewing Tips 

Prepare for the Interview:  

1. Either answer the phone professionally or have 

an appropriate voicemail message. 

2. Learn as much about the company and your 

position as you can. 

3. Practice with a friend or family member with 

sample questions. 

4. Decide what you will wear for the interview.  

The Day of the Interview:  

1.  Proper hygiene is of utmost  importance. 

2.  Arrive about 10 minutes early and turn off your 

cellphone.  

3. Be courteous and polite while waiting for your 

interview.  

The Interview:  

1. Offer a handshake and smile and look at the 

interviewer when he/she enters the room. 

2. Speak clearly when answering questions. 

3.  Bring your list of references with you in case the 

interviewer asks for it. 

4.  Bring a pen, notepad, and at least two copies of 

your resume in case you are asked for it.  


