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Getting	  Started	  
1.   Get	  started	  by	  logging	  into	  your	  account	  on	  FFA.org.	  

	  
	  

2.   After	  logging	  in,	  go	  to	  your	  student	  ToolBox,	  
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3.   From	  your	  Toolbox,	  scroll	  down	  and	  under	  Add	  to	  Portfolio	  select	  the	  FFA	  Resume	  
Generator.	  

	  

	  
4.   In	  the	  Generator,	  click	  on	  Get	  Started.	  
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Personal	  Information	  
After	  clicking	  “Get	  Started”	  the	  program	  will	  ask	  you	  a	  series	  of	  questions.	  Starting	  

with	  your	  personal	  information.	  	  
	  

	  

Education	  
	   After	  having	  entered	  your	  Personal	  Information,	  it	  will	  ask	  for	  your	  education.	  
You	  can	  enter	  all	  the	  high	  schools	  you	  have	  attended,	  or	  even	  if	  you	  have	  taken	  any	  college	  
courses	  you	  will	  have	  an	  opportunity	  to	  add	  those	  in	  as	  well.	  	  

	  

Work	  Experience	  
	  

	   Following	  the	  education	  section,	  it	  
will	  ask	  for	  your	  paid	  and	  your	  unpaid	  work	  
experience.	  	  
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Tasks	  
After	  you	  add	  who/	  where	  you	  worked	  for,	  what	  tasks	  did	  you	  perform	  in	  your	  job?	  

This	  word	  bank	  offers	  choices	  of	  good	  verbs	  to	  add	  into	  your	  resume.	  You	  can	  add	  as	  many	  
tasks	  as	  you	  see	  fit,	  the	  more	  the	  better!	  	  

•   This	  allows	  you	  to	  say	  more	  about	  what	  you	  did	  in	  a	  lawn	  mowing	  business	  than	  
just	  mowing	  lawns.	  In	  order	  to	  run	  this	  business,	  you	  need	  to	  communicate	  
with	  customers,	  organize	  a	  schedule,	  and	  maybe	  even	  manage	  other	  
“employees”	  like	  your	  siblings	  that	  help	  you	  in	  completing	  the	  tasks.	  

	  
	  

•   	   There	  will	  be	  an	  option	  to	  also	  add	  your	  unpaid	  jobs.	  These	  can	  be	  working	  on	  
the	  Family	  farm/ranch,	  labor	  exchange,	  unpaid	  internships,	  or	  even	  job	  
shadowing.	  
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Community	  Service	  
	   As	  FFA	  members,	  you	  likely	  participate	  in	  a	  multitude	  of	  Community	  Service	  
Projects.	  In	  the	  Community	  Service	  tab,	  you	  are	  able	  to	  include	  all	  of	  the	  responsibilities	  
you	  had	  in	  the	  project	  similar	  to	  the	  Work	  Experience	  tab.	  	  

FFA	  Experience	  
	   Now	  onto	  what	  you	  know	  best,	  FFA.	  You	  are	  able	  to	  enter	  in	  all	  of	  your	  membership,	  
leadership,	  committees,	  and	  activities	  you	  have	  participated	  in	  as	  a	  member.	  Be	  sure	  to	  
include	  all	  contests,	  degrees,	  offices,	  and	  everything	  you’ve	  done	  in	  your	  chapter.	  	  

School	  and	  Extracurricular	  Activities	  
	   After	  chapter	  activities	  is	  school	  and	  extracurricular	  activities.	  These	  can	  be	  sports,	  
other	  clubs	  and	  anything	  you	  may	  have	  participated	  in	  during	  high	  school.	  	  

Other	  Leadership	  Experience	  
	   In	  the	  “Other	  Leadership	  Experience”	  you	  can	  put	  other	  offices	  in	  which	  you	  served	  
or	  groups	  you	  have	  lead.	  Maybe	  you	  helped	  to	  teach	  Sunday	  School	  at	  your	  church,	  served	  
as	  a	  4-‐‑H	  club	  officer	  or	  County	  Ambassador.	  This	  tab	  reflects	  that	  you	  can	  be	  both	  involved	  
in	  FFA	  and	  community	  activities.	  	  
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Agriculture	  Classes	  
	   We	  all	  know	  that	  to	  be	  a	  member	  in	  FFA,	  you	  have	  to	  enroll	  in	  at	  least	  one	  semester	  
of	  agricultural	  education.	  So	  in	  the	  “Agriculture	  Classes”	  section	  you	  are	  able	  to	  add	  all	  the	  
agriculture	  courses	  you	  have	  completed	  or	  are	  in	  the	  process	  of	  completing.	  You	  are	  also	  
able	  to	  add	  responsibilities	  like	  the	  other	  sections	  with	  the	  word	  bank.	  Did	  you	  and	  a	  group	  
collaborate	  to	  complete	  a	  shop	  project?	  Did	  you	  tutor	  younger	  students	  on	  a	  subject?	  Did	  
you	  learn	  how	  to	  debate	  an	  Agriculture	  issue?	  Did	  you	  present	  a	  lesson	  to	  the	  class	  on	  a	  
breed	  of	  cattle?	  Here	  is	  where	  to	  put	  all	  the	  things	  you	  learned	  in	  your	  ag	  class.	  	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	   	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

Other	  Classes	  
	   After	  you	  enter	  all	  of	  your	  experiences	  in	  Ag	  class,	  then	  you	  will	  have	  the	  
opportunity	  to	  enter	  other	  classes	  you	  have	  taken.	  These	  can	  be	  difficult	  classes,	  other	  
technical	  education	  classes	  like	  auto	  mechanics,	  home	  economics,	  business,	  and	  welding	  
courses.	  This	  tabs	  again	  offers	  the	  opportunity	  to	  add	  the	  tasks	  that	  you	  learned	  through	  
your	  coursework.	  	  
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Awards	  and	  Honors	  
In	  the	  awards	  and	  honors	  section,	  things	  you	  can	  include	  are:	  

•   Student	  of	  the	  Month	  
•   Athlete	  of	  the	  Week	  
•   Honor	  Roll	  
•   National	  Honors	  Society	  
•   MVP	  type	  awards	  
•   Music	  Festival	  Awards	  

Certifications	  
Possible	  Certifications	  include,	  but	  are	  not	  limited	  to:	  

•   Certified	  Nurse’s	  Assistant	  
•   CPR	  
•   Lifeguard	  
•   Water	  Safety	  Instructor	  

Skills	  
The	  skills	  section	  is	  one	  that	  some	  may	  

overlook	  in	  creating	  a	  resume	  on	  their	  own.	  
This	  portion	  allows	  you	  to	  choose	  up	  to	  6	  traits	  
that	  best	  describe	  you.	  If	  you	  choose	  more	  than	  
6	  the	  generator	  will	  not	  let	  you	  continue.	  
Remember	  what	  is	  important	  toward	  the	  job	  
you	  are	  seeking.	  What	  are	  your	  communication	  
skills?	  Do	  you	  know	  special	  mechanical	  skills	  
that	  will	  make	  you	  qualified	  to	  complete	  a	  task	  
or	  job?	  Do	  you	  know	  how	  to	  use	  the	  Microsoft	  
Suite	  programs?	  Did	  you	  learn	  how	  to	  manage	  
conflict	  within	  your	  chapter?	  Keep	  it	  relevant	  to	  
the	  job	  in	  which	  you	  seek.	  	  

Additional	  Skills	  
	   The	  additional	  skills	  tab	  is	  to	  include	  any	  skills	  that	  may	  not	  have	  been	  listed	  on	  the	  
skills	  page	  or	  other	  skills	  that	  you	  find	  important	  that	  you	  posses.	  	   	  

References	  
	   Many	  employers	  ask	  for	  references	  to	  check	  on	  your	  background	  and	  what	  you	  like	  
like	  to	  work	  with.	  Employers	  usually	  prefer	  references	  not	  be	  a	  family	  member.	  But	  some	  
great	  examples	  of	  references	  would	  be	  teachers,	  Ag	  advisors,	  Extension	  Agents,	  previous	  
bosses,	  pastors,	  and	  really	  any	  adult	  who	  you	  have	  worked	  with	  before.	  Two	  to	  three	  
references	  is	  usually	  a	  great	  number	  unless	  specified	  by	  the	  employer.	  

•   It	  is	  also	  best	  when	  asked	  for	  an	  address	  or	  phone	  number	  to	  include	  their	  
office	  number	  or	  cell	  phone	  rather	  than	  a	  home	  phone	  and	  address.	  	  
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Summary	  
	   Not	  only	  will	  the	  Summary	  allow	  you	  to	  see	  all	  of	  the	  jobs,	  education,	  and	  other	  
sections	  that	  you	  have	  completed,	  it	  allows	  you	  to	  choose	  which	  skills	  you	  would	  like	  to	  be	  
on	  your	  resume	  at	  the	  end.	  You	  can	  uncheck	  the	  boxes	  to	  omit	  the	  item	  from	  the	  resume.	  	  

•   As	  you	  will	  notice	  there	  is	  an	  objective	  line.	  This	  box	  is	  an	  opportunity	  to	  add	  
a	  personalized	  twist	  to	  your	  resume	  in	  order	  for	  it	  to	  be	  tailored	  to	  the	  job	  in	  
which	  you	  are	  applying.	  For	  example,	  if	  you	  were	  applying	  for	  an	  internship	  a	  
possible	  objective	  would	  read,	  “I	  am	  seeking	  an	  internship	  in	  an	  Ag	  focused	  
company	  that	  is	  both	  challenging	  and	  rewarding.”	  Something	  very	  general	  
about	  the	  job	  is	  appropriate	  while	  still	  adding	  that	  personal	  touch	  to	  separate	  
it	  from	  a	  general	  resume.	  	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	   	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

Export	  Resume	  
	   One	  of	  the	  coolest	  features	  about	  the	  National	  FFA	  Resume	  Generator	  is	  that	  you	  are	  
able	  to	  choose	  a	  variety	  of	  resume	  types	  and	  options	  to	  export	  your	  resume	  from	  ffa.org.	  
You	  can	  even	  choose	  Microsoft	  Word	  2003	  and	  a	  PDF	  file.	  If	  you	  happen	  to	  want	  to	  change	  
anything	  on	  your	  resume,	  you	  can	  simply	  click	  on	  any	  of	  the	  sections	  you	  would	  like	  to	  edit	  
and	  you	  can	  change,	  add,	  or	  delete	  previous	  entries.	  	  
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Additional	  Information	  
	   Now	  that	  you	  have	  created	  a	  resume	  and	  you	  would	  like	  more	  information,	  check	  us	  
out.	  	  

•   Watch	  MontanaFFA.org	  for	  updates	  in	  the	  Mentorship	  Connect	  Section	  
o   Internship/	  Job	  Posting	  
o   More	  Resources	  

•   Follow	  us	  on	  Facebook	  and	  Pinterest	  @	  Montana	  FFA	  Foundation	  
o   Our	  Pinterest	  Includes	  topics	  like:	  

§   	  “Ag-‐‑vocate”	  	  
§   FFA	  &	  Leadership	  Ideas	  
§   Communication	  	  
§   Resume	  Development	  

	  
If	  you	  have	  any	  questions	  email	  the	  Foundation	  Staff	  at	  foundation@montanaffa.org	  or	  call	  

the	  office	  at	  406-‐‑582-‐‑1900.	  


