
 

 

High School 

CTE Class 
 

WEEK #2 



CTE Work Packet 

Pacing Guide 

 

Day 1: Career Ready Practices 

 Read “The Standards for Career Ready Practices”  

 Answer Reflection Questions 

Day 2: Resumes 

 Read “Resume Workshop” to learn the do’s and don’ts of writing a 

resume 

 Examine the Functional and Chronological Resumes 

 Complete the Venn Diagram comparing and contrasting Functional and 

Chronological Resumes. 

Day 3: Writing a Resume 

 Construct a resume either on a computer or notebook paper that you 

might submit when applying for your career of choice. 

Day 4: Job Seeking and Interview Activities 

 Read and take notes on “Job Seeking and Interviewing Activities”, “The 

Interview Process”, and “What Not to do in an Interview” 

Day 5:  Preparing for an Interview 

 Complete “Practice Questions to Prepare for Interviews” 



Career Ready Practices 

There are many things that go into making a person a good worker and ready to thrive in the workplace.  

While all our education helps contributes to making us productive workers, technical knowledge alone 

does not make one a good worker.  Great workers are known for traits such as their ability to 

communicate, work in a team, and their creativity.  Read the attached list and explanations on “The 

Career Ready Practices” and then answer the following questions. 

 

1) Of the Career Ready Practices that you read, what practice do you feel is the most important 

and why? 

 

 

 

 

 

 

2) Which Career Ready Practice do you feel is already your strength?  Give an example of how you 

have shown this quality. 

 

 

 

 

 

 

3) Which Career Ready Practice do you think you need to improve on as you move into a career?  

What are some ways you can help develop yourself in this area? 



 

 

 



 

 

 



 

 

 

About the Career Ready Practices 

The Common Career Technical Core (CCTC) are the result of a state-led initiative to establish a set of rigorous, 

high-quality benchmark standards for Career Technical Education (CTE) that states can voluntarily adopt. Forty-

two states, the District of Columbia and Palau supported the development stage of the CCTC. 

The CCTC include a set of end-of-program of study standards for each of the 16 Career Clusters® and their 79 

Career Pathways, as well as an overarching set of Career Ready Practices, which address the knowledge, skills 

and dispositions that are important to becoming career ready.  

No. While the CCTC establish goals for CTE programs, the Career Ready Practices are relevant for all students 

and can and should be taught or reinforced in academic and technical courses, as well as during career exploration 

activities and programs.  

Career Ready Practices should be taught and reinforced in all career exploration and preparation programs with 

increasingly higher levels of complexity and expectation as a student advances through a program of study. 

Therefore, the Career Ready Practices are relevant for both secondary and postsecondary students, as well as adult 

learners. 

The Career Ready Practices can be practiced, observed and evaluated in school-based settings such as academic 

and CTE classrooms and Career Technical Student Organization activities, as well as in community and 

workplace settings.  

The Career Ready Practices provide a framework for the developmental experiences necessary to becoming career 

ready– experiences that can be “practiced” using many different approaches in a variety of settings. A student 

refines these practices throughout their full continuum of learning: through their journey in school, postsecondary, 

the workforce, and when they return to advance their education. A standard articulates a finite skill or knowledge.  

Yes. The Career Ready Practices are not exclusive to a Career Cluster, Career Pathway, program of study, 

discipline or level of education – they are applicable to all careers and all industry sectors. 
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Resume WorkshopResume Workshop

Objective:  General Overview of Resume WritingObjective:  General Overview of Resume Writing

Can your resume pass the 10-second test ?Can your resume pass the 10-second test ?

10 seconds is all the 
time an employer is 
going to give your 
resume in deciding to 
keep it or pass on it!
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A ResumeA Resume

is the first meeting between 
you and the employer.

tells a great deal about you.

gets you the interview.

is your calling card, so 
remember that “First 
impressions are lasting ones.”

Resume PrinciplesResume Principles

Convince employer that you are worth an interview

Keep as brief as possible without sacrificing essential 
qualifications
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Resume principlesResume principles

No ugly resume - format 
must be pleasing to the eye

Do not lie, exaggerate or use 
words that the interviewer 
has to look up in a dictionary

Focus on strengths and 
accomplishments

A good resume has balanceA good resume has balance

Information and presentation

You achieve the greatest possible positive effect when you 
share the right information in an easy-to-read format that 
looks professional!
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Resume Do’sResume Do’s

Target your qualifications for 
a specific job

Keep it to two pages or less

Label your second page

E-mail – keep it professional

Resume Do’sResume Do’s

No errors

Pleasing layout 

List relevant work 
history…no more than 
15 years back

Update lingo
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Be sure to include some “attitude” in your 
resume -
Be sure to include some “attitude” in your 
resume -

Team Player

Involved with  -

Contributed  to –

Served on –

Volunteered to –

Power WordsPower Words

Before Resume:
Maintained records for accounts receivable and payable

After Resume:
Managed over 1,000 accounts receivable and payable accounts 
working directly with the Chief Financial Officer

Before Resume:
I gave work assignments to staff of entry level accounting clerks

After Resume:
Directed workflow, supervised and trained 
accounting staff performing posting to 
general ledger, accounts receivable
and payable accounts
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Resume Don’tsResume Don’ts

Avoid abbreviations and 
acronyms

Never use pronouns 
such as: “I”, “me”, “my”, 
“our”

Never type - use a laser 
jet printer

No fancy fonts, binders, 
layouts

Resume Don’tsResume Don’ts

Avoid lists of boring 
sentences

Photographs

Personal, family or 
health information

References

Folded resume
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Types of ResumesTypes of Resumes

Chronological

most common

listing of your jobs and 
experience with most recent 
mentioned first

good for job seekers who have 
practical work experience with 
long periods of employment

resume type most preferred by 
employers

Types of ResumesTypes of Resumes

Functional

focuses on your skills 
and accomplishments

highlights what they are, 
not when you developed 
them

good format for job 
seekers with lots of job 
experience and many
jobs
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Cover LettersCover Letters

Should give the employer a reason to look at the resume

3 to 5 bulleted points leading to the resume

If the cover letter does not “speak well,” the resume will not be 
read!

Resume and Cover Letter HelpResume and Cover Letter Help

Be sure to check out the wealth of books about cover letters 
and resumes located in the Job Link Resource Room.
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What is a scannable resume ?What is a scannable resume ?

Can be scanned into a computer using imaging technology

Employers 
can search
for applicants 
using keywords

Scannable Vs. Conventional Scannable Vs. Conventional 

Keywords are 
emphasized

Depending on the 
context, a scannable
resume can be one 
to two pages
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Scannable FormatScannable Format

Avoid punctuation as much as possible
Avoid vertical & horizontal lines as well as  graphics
Do not fold or staple
Abbreviations - use only those known in your field
Use Keywords Use fonts like Time New Romans, 
Courier New, Helvetica

size 10-12
Bolding and CAPITALS  are acceptable as long as 
they do  not touch each other
avoid condensing the spaces between letters and 
lines

In SummaryIn Summary

Be sure your resume represents you in the 
best light possible.
Use the correct resume form (functional or 
chronological) to highlight your skills, 
abilities, and work history.
Use a good cover letter to get your foot in 
the door.



Type	of	Resumes	
 

Functional	Resume	

 



Type	of	Resumes	
 

Chronological	Resume	

 



Type	of	Resumes	
 

 



Comparing and Contrasting 

Functional and Chronological Resumes 

 

 

Functional 

Resume 

Chronological 

Resume 

When would it be most appropriate to use each type of resume? 

 

 



Job Seeking and Interviewing Activities 

Rationale 

The purpose of this lesson is to provide students with the opportunity to 
hone their job-seeking and interviewing skills. 

 
Vocabulary 

Interview - the process of meeting with potential employers with the 
goal of obtaining the position. 

 
Networking - meeting and talking with individuals who work within a selected career 
area. 

 
Body Language - non-verbal mannerisms and expressions that 
occur as a source of communication. 

 
Work Ethic - commitment, dedication, and determination to complete a task. 

 
Eye Contact - the degree to which a person looks another 
person in the eye during communication. 

 
Appropriate Interview Dress - clothing choice which is congruent with 
the position for which a person is interviewing. 

 
Lesson Essential Question(s) 

SAS EQ: How are rehearsing, speaking and listening techniques valuable 
in preparing for a job interview? 

 
LEQ: What the essential components of a successful interview? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



THE 
INTERVIEW 

PROCESS 

PURPOSE: 
In a job interview, prospective employers are looking for the answer to 
one question: “Why should I hire you?” You, as the potential employee, 
must convince the employer that you can fill a particular need or vacancy, 
and at the same time, you should be trying to decide whether to accept a 
position if offered. 

PREPARATION: 

1. KNOW YOURSELF – Analyze your strengths and weaknesses, 
your background, your academic performance, your values, your 
career interests, and your personal goals and values. Think about 
the skills that relate to doing the job well and how you can 
demonstrate them. Be prepared to explain why you are applying for 
the position and why you are qualified for the job. 

2. KNOW THE ORGANIZATION – Learn what you can about 
the company or agency. Read company literature and local 
newspapers, and talk to company employees (if possible). Find 
out all you can about the position for which you are applying. 
Know what questions you want to ask the interviewer. 

3. PROJECT A PROFESSIONAL IMAGE – Dress appropriately 
for the job and the organization for which you are applying. 
Always emphasize the positive! Be assertive in answering 
questions. Project self-confidence. Most importantly, be yourself 
and relax! Think of the interview as simply a conversation 
between two people. 

 
Top 6 Ways to get a Job Interview… 

#1 Networking -Talk to your friends and relatives: 
 Ask if their employers need someone with your skills or occupation. If 

someone says, “yes,” ask them if they would give your resume to the 
hiring manager and set up a job interview for you. (Getting Started - Set a 
goal of talking to 5 people a day.) 

 

#2 Send a letter and request an interview: 

 2/3 of all job hunters send letters asking for a job interview. The mail is a great way 
to reach a specific business or whole industry. It can put your resume directly in the 
hands of the manager. 

 

#3 Use the telephone to request an interview: 
 On the flip side, hiring managers get lots of resumes in the mail, and lots 

of managers usually ignore them. You see, it is a game! Managers want to 
know if you really want to work for them. (Getting Started – Call before 



10:00 a.m. Many managers attend meetings after that hour. There are 
telephone scripts to follow.) 

 
#4 Answer help-wanted advertisements: 

 The great thing about help-wanted ads is that the employers tell you exactly what 
they are looking for.(Getting Started – Do job hunting every day. Check Sunday and 
local papers. Also check on-line help-wanted sections). 

 
#5 Work the Internet: 

 You have to visit lots of different sites to find the job you want. Even 
the biggest site doesn’t list all the jobs.  (Getting Started – Start with 
the large sites like Google.com, Monster.com, CareerBuilder.com, 
HotJobs.com. then go local). 

 
#6 Register with an employment agency: 

 Some businesses don’t want to advertise t job openings, because they 
don’t want to read piles of resumes or conduct interviews. 
Employment agencies to do it for them.  (Getting Started – Contact 
CareerLink or other agencies. 

 

The Four Stages of Interviewing 
 

 RECEPTION/ACCEPTANCE – In the initial stage you meet 
the interviewer, and the interviewer usually forms a first and 
very lasting impression. Direct eye contact is a a must. 

 INFORMATION EXCHANGE – During this stage the employer 
might tell you about the organization and/or the job. Questions will 
be asked to determine if you are qualified for the job and if you will 
fit into the overall organization. 

 YOUR TURN – During this stage, you have the opportunity to ask 
questions to obtain information that you will need in order to 
evaluate the organization/company. Ask detailed questions, but avoid 
questions regarding salary, vacation days, benefits, etc. These 
questions may be asked at a later time–during a second interview or 
even after the job offer has been made. 

 CLOSING – The final stage is when the interviewer indicates the 
interview is over. At this time you will find out when and how you will 
be informed about the outcome. If the interviewer does not offer this 
information, then it is up to you to ask what the next step is in the 
procedure. 

 

 

 



What Not To Do 
In An Interview! 

There’s been a lot written about the job interview, mostly explaining what 
to do. Equally important, however, is a list of things not to do when being 

interviewed for a job. Here are some of those don’ts... 
 
 
 

Don’t Put Yourself Down! 

You shouldn’t brag about yourself in the interview – but, by the same token, you 
shouldn’t put yourself down. Avoid negatives like “I often have trouble expressing 
myself in writing” or “some of this modern technology confuses me”. Instead think 
about your assets, and don’t be afraid to cite them, such as “I finished in the top tenth 
of my class” or “I’ve always enjoyed promoting the causes I believe in”. 

Don’t Relax Too Much! 

An interview is a high-powered, important conversation, and even though you may 
like the interviewer and get along well with him or her, don’t let your guard down. Sit 
up in your chair, rather than slouching back, and listen as intently as you can when 
the interviewer talks. 
 

Don’t Be Too Deferential! 

 
You can put yourself down, very subtly by saying “sir” or “ma’am” too often. You 
want to appear ready to join the employer’s organization as a colleague of the 
interviewer and come off in the interview as a person of stature, so set the tone in your 
conversation and attitude. 
 

Don’t Be Negative! 

Above all else, only speak positively during the interview. Do not criticize 
educational institutions, former employers, or acquaintances (this does not mean 
you have to praise them). Think about some attributes about which you may speak 
positively, such as “It was a good place to learn the importance of customer 
relations”. 

Don’t Discuss Politics or Religion! 

Since half of the people in the country probably differ with your political views, the odds of 
those views offending an interviewer are pretty steep. This is also not a good time to cite how 
your religious faith helped out during periods of stress in your life. 

 
 
 
 

 



INTERVIEW 
CHECKLIST 

 
 
 

 

 Wear appropriate clothing for the specific job. 

 Arrive on time or 10 minutes early for the interview. 

 Carry a notebook/pad for information and questions. 

 Present an accurately completed application to the interviewer. 

 Greet the interviewer with excellent eye contact. 

 Effectively and confidently describe your skills and abilities. 

 Balance any negative information presented with positive information. 

 Use carefully crafted statements and don’t be afraid to pause. 

 Maintain appropriate eye contact with the interviewer at all times. 

 Demonstrate good posture during the interview. 

 Use appropriate body language. 

 Answer the question “Tell me about yourself” using professional or 
work‐related information rather than personal data. 

 
 Provide a convincing answer to “Why should I hire you?” 

 Ask 3 appropriate questions when it is “your turn.” 
 

 

 

 

 

 

 

 

 

 



Practice Questions to Prepare for Interviews 

Write a response to each question about yourself.  This is a great way to prepare and 
reflect for an interview. 

1.Tell me about yourself! 
 
 
 
 
2. In your school or personal life, what would you say you are most 
proud of and why? 
 
 
 

3. What is your greatest strength? Is there anything you would like to 
improve about yourself? 
 
 
 
 
4. What is the most difficult situation you have ever faced? What did 
you learn from that experience? 
 

 

 

5. What does good “customer service” mean to you? 
 
 
 

6. If I asked your teachers about you, what would they tell me? 
 
 
 

7. Where do you see yourself in 5 years? 
 

 

 

8. Why should I hire you? 


