
Resume Builder



The four e's
✘ You are expected to graduate with a 

confirmed plan and knowledge of 
financial aid resources  

✘ Your plan needs to relates to a “4E 
pathway”

✘ You’ll work closely with your College &
Career Counselor and Valencia
Transition Coach to help you achieve 
your goals  
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The four e's

✘ ENROLL: college, university, technical 
school, trade school

✘ ENLIST: military enlistment or military 
reserves

✘ EMPLOY: pursuing a full-time job or 
internship

✘ EXPLORE: study abroad, Peace Corp, 
full-time mission/volunteer service 
work
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Planning for each 

pathway: 

12
th

Grade



The four e's

✘ Report all of the following materials to your College & 
Career Counselor via email or by stopping by in 
person: 
○ College & program acceptances
○ Scholarship offers & financial aid award 

statements 
○ Job offers
○ Enlistment 
○ FAFSA completion 
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The four e's

✘ Starting in October, there will be FAFSA help on campus to 
help you complete all parts of the FAFSA 
○ Be sure to see your College & Career Counselor to 

schedule an appointment
○ Learn more about the FAFSA and FFAA here!
○ Learn more about finding scholarships here! 

✘ If you’re college bound and haven’t started your college 
applications – you’re already behind!

✘ Check out the next few slides to access resources unique to 
YOUR SDOC4E pathway! 
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https://www.osceolaschools.net/Page/1836
https://www.osceolaschools.net/Page/1837


The four e's
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Regardless of your SDOC4E pathway, here is what you should be 

doing throughout your senior year…

Find this guide…

✘ On the SDOC College & Career website

✘ By asking your School Counselor or College & Career Counselor 

for a copy 

✘ By following your district College & Career Coordinator on 

Instagram - @mrs.malfara 

https://www.osceolaschools.net/Page/1821
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enlist
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Here’s what you should be doing as 

you work toward enlistment.

Find this guide…

✘ On the Enlist tab of the SDOC 

College & Career website

✘ By asking your School Counselor 

or College & Career Counselor 

for a copy 

✘ By following your district College 

& Career Coordinator on 

Instagram - @mrs.malfara 

https://www.osceolaschools.net/Page/7993


employ
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Here’s what you should be doing as 

you work toward full-time 

employment.

Find this guide…

✘ On the Employ tab of the SDOC 

College & Career website

✘ By asking your School Counselor 

or College & Career Counselor 

for a copy 

✘ By following your district College 

& Career Coordinator on 

Instagram - @mrs.malfara 

https://www.osceolaschools.net/Page/7994


explore
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Here’s what you should be doing as 

you work toward a plan related to 

Exploration. 

Find this guide…

✘ On the Explore tab of the SDOC 

College & Career website

✘ By asking your School Counselor 

or College & Career Counselor 

for a copy 

✘ By following your district College 

& Career Coordinator on 

Instagram - @mrs.malfara 

https://www.osceolaschools.net/Page/7995


enroll

(2-Year/Trade)
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Here’s what you should be doing as you work toward enrollment in 

a 2-year or trade college.

Find this guide…

✘ On the Enroll tab of the SDOC College & Career website

✘ By asking your School Counselor or College & Career Counselor 

for a copy 

✘ By following your district College & Career Coordinator on 

Instagram - @mrs.malfara 

https://www.osceolaschools.net/Page/10043
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enroll

(4-year/trade) 
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Here’s what you should be doing as you work toward enrollment in a 

4-year college.

Find this guide…

✘ On the Enroll SDOC College & Career website

✘ By asking your School Counselor or College & Career Counselor 

for a copy 

✘ By following your district College & Career Coordinator on 

Instagram - @mrs.malfara 

https://www.osceolaschools.net/Page/10042


Enroll 

(4-Year College)
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Applying to college using Common App? While not 

required, this lesson will help you understanding 

how to link your accounts to manage your 

applications! 
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You can find local volunteer opportunities and more right 

on your Xello dashboard!



Resume 101

✘ There are many ways to write a good resume! However, there are many 
EASILY made mistakes that lead to a poorly constructed resume. 

✘ Resumes are living, breathing, growing documents of your professional 
work and education experience. Your resume will grow and evolve with 
time!  

✘ Resumes include: 
○ Your education 
○ Your leadership and service (sports, volunteer work)
○ Paid experiences (work you’ve been paid for) 

✘ In general, you tailor your resume to the job you are applying for
○ This helps you highlight the most applicable responsibilities you’ve had 
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Tips to Rock Your Resume

✘ Keep your experiences organized and your formatting 
consistent  
○ Order: Most recent to oldest 

✘ USE. PROPER. GRAMMAR. 
○ Even if your computer auto-fills your information 

incorrectly. 
○ Capitalize names, companies, months of the year, your 

address, etc.
✘ Always save as a PDF to submit to potential employers via 

email and online.
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SAMPLE SENIOR RESUME
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✘ What do you notice about 
this resume..
○ Grammar?
○ Organization?
○ Descriptions under 

each experience? 



You can find more resources on building a 

resume, interviewing, emailing, and more on 

the SDOC district website! 

https://www.osceolaschools.net/Page/10145


Go to classlink

Find and open Xello
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Click About Me. 
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Scroll down until you see Resume in the 

bottom, right corner. Click Update! 
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Answer the question! 
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Xello will walk you through the rest! 



Don’t think you have 

resume-worthy 

experience?
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✘ You ALL have high school 
education 

✘ Sports COUNT
✘ Club memberships 

COUNT
✘ Baby-sitting and at home 

responsibilities (caring for 
siblings, etc) COUNT 



Resources & Resume Building

✘ If you already have a resume started, use the resources we 
have reviewed to help you polish and update your existing 
resume 

✘ If you do not like your current resume, or do not have one 
at all, follow the Xello model to help create a formatted, 
organized resume! 
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Your turn to build your resume

Add Contact 

Details
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Select Add Contact Details
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Select Update Resume when you are done



Your turn to build your resume

Add 

Education
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Select Add High School Details



Your turn to build your resume

Add Skills
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Select Add Skills – only add skills you can 

provide examples of using in an interview! 



Your turn to build your resume

Add Awards

& Achievements
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Select Add Awards & Achievements



Your turn to build your resume

Add Activities

& Interests
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Select Add Activities & Interests



Your turn to build your resume

Add Volunteer

Experience
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Select Add Volunteer Experience



Your turn to build your resume

Add Work

Experience
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Select Add Work Experience



Your turn to build your resume

Download

Resume
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Select Download Resume



Make sure to save your 

resume in your One Drive so 

you can access it a later time



“It takes as much energy 

to wish as it does to plan.”

—Eleanor Roosevelt
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