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Teacher Resource 15.1
Guide: Qualifications and Skills
Use this information to guide the discussion on qualifications and skills to include in student resumes.
Skills
The following skills are important in finance:
Strong analytical and problem-solving skills, and the ability to think logically
Strong math and interpersonal skills
Good communication and presentation skills
Ability to manage multiple tasks at once
Ability to work under pressure and meet tight deadlines
Knowledge
The following knowledge is useful to have in finance:
Knowledge of the political and economic issues related to the specific area of business being pursued
Knowledge and appreciation about different cultures if pursuing a career in global business
Knowledge of the competitive landscape within the relevant industry or region
Knowledge of trends within the particular business industry being pursued
Personal Characteristics 
Organizations tend to look for employees who:
Work well under pressure
Are detail oriented but still see the big picture
Take initiative—they find what needs to be done and do it
Are passionate about their work
Can be team players
Are self-motivated—they work independently, with little supervision
Have a professional attitude
Are flexible and able to cope with ever-changing priorities
Demonstrate a commitment to a career in finance
Experience
Many financial organizations and businesses place great value on hands-on experience; volunteer work and internships count. 



Teacher Resource 15.2
Assessment Criteria: Student Resume
Student Name:______________________________________________________________
Date:_______________________________________________________________________
Using the following criteria, assess whether the student met each one.
	
	
	Met
	Partially Met
	Didn’t Meet

	The resume includes relevant experiences and education. It communicates why the student is a great candidate for a volunteer position, internship, or job in the field of finance.
	
	□
	□
	□

	All information on the resume is accurate and complete. The email address is appropriate.
	
	□
	□
	□

	Appropriate action words are used to describe accomplishments.
	
	□
	□
	□

	The Microsoft Word template is used to design the resume effectively on one page. Sections are easy for the reader to identify, and all information is easy to follow.
	
	□
	□
	□

	The completed resume is neat and uses proper spelling and grammar.
	
	□
	□
	□


Additional Comments:
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
Teacher Resource 15.3
Key Vocabulary: Learning from Industry Experts
	Term
	Definition

	entry level
	Designation for a starting-level position at a business that requires a minimum amount of experience.

	internship
	Temporary on-the-job training and experience in a particular career or field that is either paid or not paid.

	resume
	A written summary of work experience, education, and skills to give to prospective employers.

	soft skills
	Knowledge and abilities that are not specifically job related but aid in the ability to perform the job well; these include politeness, professionalism, ability to communicate, and writing ability.
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