
Unit 6 Reading & Writing Workshop 

Theme: Résumé Writing & Job Applications 

Focus Skills: Reading informational texts, identifying workplace skills, writing 

strong action statements 

Writing Product: Résumé Skills + Action Statement Reflection 

Time: 2–3 class periods 

 

Learning Objectives 

Students will: 

• Read sample résumés and job-seeking guides 

• Identify key résumé components and action verbs 

• Analyze examples vs. non-examples 

• Write strong résumé bullet statements 

• Reflect on personal strengths and workplace qualities 

 

Readings (Full URLs Included) 

Reading 1 — Resume Basics 

        CareerOneStop – Resume Guide 

https://www.careeronestop.org/ResumesInterviews/ResumeAdvice/Resume-Guide/Resume-

Guide.aspx 

 

Reading 2 — Action Verbs for Resumes 

        Indeed: 185 Action Verbs That Will Make Your Resume Shine 

https://www.indeed.com/career-advice/resumes-cover-letters/action-verbs-to-make-your-resume-

stand-out 

 

https://www.careeronestop.org/ResumesInterviews/ResumeAdvice/Resume-Guide/Resume-Guide.aspx
https://www.careeronestop.org/ResumesInterviews/ResumeAdvice/Resume-Guide/Resume-Guide.aspx
https://www.indeed.com/career-advice/resumes-cover-letters/action-verbs-to-make-your-resume-stand-out
https://www.indeed.com/career-advice/resumes-cover-letters/action-verbs-to-make-your-resume-stand-out


Reading 3 — How to Fill Out a Job Application 

        Texas Workforce Commission – Job Applications Guide 

https://www.twc.texas.gov/jobseekers/how-complete-job-application 

 

Reading 4 — Professional Email Etiquette for Job Seekers 

        University of Washington – Email Etiquette Guide 

https://careers.uw.edu/resources/email-etiquette-for-students/ 

 

Group Roles 

Role Task 

Reader Reads passages aloud 

Skill Spotter Highlights skills & verbs 

Evidence Collector Copies quotes/examples 

Coach Helps members write action sentences 

Groups rotate roles each reading. 

 

Guided Discussion Questions 

Question Purpose 

What makes a résumé strong and professional? Identify quality features 

Why do employers value action verbs? Understand strong language 

What challenges do new workers face filling out applications? Problem-solving 

How do email tone and format affect professionalism? Workplace communication 

Accountable Talk Stems 

• “The text explains…” 

• “This matters for job seekers because…” 

• “A real-life example is…” 

 

https://www.twc.texas.gov/jobseekers/how-complete-job-application
https://careers.uw.edu/resources/email-etiquette-for-students/


Writing Task 

Prompt 

Choose one résumé skill and one action verb strategy from the readings. 

Explain what they mean and how you will use them to improve your résumé or job application. 

Students must: 

• Cite at least one reading 

• Include one action statement they wrote themselves 

Format 

Paragraph 1 — Skill & why it matters 

Paragraph 2 — Action verbs & your example bullet 

Model Sentence Frames 

• “A résumé skill that will help me is ___ because…” 

• “The reading explains that…” 

• “A strong action phrase I will use is…” 

 

Practice Activity — “I Did It, Now Say It Strong” 

Students rewrite 3 everyday tasks as résumé bullets. 

Example: 

Before: Helped clean classroom 

After: Maintained organized learning environment by cleaning desks and supplies daily 

 

Exit Ticket 

Write one action verb and one professional quality you will include in your résumé. 

 

Portfolio Artifact 



Students upload: 

• Annotated readings + notes 

• Bullet point practice 

• Final reflection paragraphs 

Label: Unit 6 — Resume & Job Application Workshop 

 

Teacher Tips 

• Encourage students to use real school/home/community examples 

• Allow oral processing time — many students minimize their own experience 

• Before/after résumé bullets make confidence grow fast 

• ELL support: provide sentence frames + verb bank 
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