	Resume Assignment – Career Services 

	Assignment Type:  Choose type

	Course Number & Title: 
	Enter prefix – Enter number
Enter course title
	Instructor:  
	Enter full name 
	Term: 

	Term  Year
Session type

	Central Piedmont Community College ■ Enter academic division/department

	Project Objective:  
Create a resume that highlights your skills, education, and experience and presents them in a format that is relevant to your career field and matches employers’ expectations. 
Instructions: 

1. There are two options for step one of the resume writing assignment; choose one path.

	Option 1 – In-person
	Option 2 – Online

	a) Go to www.cpcc.edu/career/studentsgrads/resumes  and use all of the following resources:

· Resume Presentation (Microsoft PowerPoint)
· Resume Tips Tutorial (Audiovisual Flash presentation)  
· CPCC Career Guide (Hardcopies available at Career Services)

Create rough-draft resume, and save as Word Document or RTF- with your initials and last name. Examples: jsmith-resume.rtf or brobertsresume.doc

	DEADLINE 1 – meet with Career Services 
b) Make appointment to meet with a career counselor about the rough-draft resume you created. Contact info: www.cpcc.edu/career/stafflocation/704-330-6551 
by Enter time on Enter date 
Career counselor will give feedback and recommend improvements. Please ask counselor to stamp, sign and date your critiqued resume for assignment credit.

Appointments are first-come, first-serve. Contact Career Services early in the semester to ensure that you have enough time to meet the deadline. Reschedule policy- Unfortunately, at this time Career Services is unable to reschedule student appointments for class assignments without official documentation. This policy was put in place to reinforce personal responsibility. Students must show up on time for their scheduled appointments.
	DEADLINE 1 – email to Career Services 

b) Email resume to counselor listed below.
Enter  email address  

by Enter time on Enter date 

Earlier submissions are appreciated, and students will see a quicker response 


Career counselor will send you recommendations on how to improve your resume.

	DEADLINE 2 – to instructor 

c) Submit a copy of your critiqued (with counselor’s suggestions on it) rough draft to faculty 
by Enter time on Enter date 

* The student is solely responsible for submitting the critiqued copy to faculty and will not receive credit if the resume is not critiqued and submitted by the above date.*                                         
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Continue 


	2. You should revise your resume using recommendations that the career counselor provided. To receive continued support during this revision period, you can:
a. Continue to use resources provided on the resume writing links webpage. www.cpcc.edu/career/studentsgrads/resumes 
b. Make an appointment with a career counselor at any one of our six campuses, 704-330-6551. (www.cpcc.edu/career/stafflocation)

c. Drop in hours are available at Career Services Central Campus, Monday – Friday, 10:00am-3:00pm (Central High Building, Room 122)


	3. Once you have made all the recommended changes and have a professional resume, you need to upload your resume onto employmeNC—the Career Services job listing website.

DEADLINE 3 – upload to employmeNC
Upload the final draft by Enter time on Enter date 

Instructions on how to upload your resume for a first-time visitor to the employmeNC website:
a. Go to www.cpcc.edu/career
b. Click the Students Find Jobs! button
c. Sign in with your CPCC Login/SNAP

d. On your first visit, the system will require you to complete/update your profile. Complete all tabs from left to right before saving your profile.

e. Once logged in, roll over My Profile 
f. Choose My Documents

g. Click [Upload File] next to the “Resumes” folder
h. Name your resume, using your class number. See graphic (
i. Browse-in the document file that contains your resume
j. Click Upload

A career counselor will review your resume. If it is approved, you will receive an email message stating that your profile is now active.  If anything else needs to be revised, the career counselor who reviews your resume on employmeNC will send you a feedback message. You will receive one of these emails within 48 hours of submission when the college is open on weekdays. 

	IMPORTANT NOTES FROM FACULTY

	Click here to add notes for students.  Examples of what other instructors have written:

Credit may be reduced or refused if resume is not submitted to employmeNC, approved, and/or all recommendations made on the first draft are incorporated into the final version. 

It is the student’s responsibility to allow ample time for a career counselor to meet with him or her and assist with his or her revision.  In other words, “Do not wait until the last minute.”  You will not receive credit for incomplete work.
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