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What is Capacity Building? The Toolbox

• Human
• Organizational 
• Technical 
• Partnership

What you’re 
able to do with 
what you have

• Improving Skills
• Strengthening Systems
• Leveraging Resources
• Enhancing Partnerships

Growing what 
you’re capable 

of doing



Objectives

• Identify and explain the key components of 
effective resumes and portfolios for C2L 
youth

• Learn practical strategies and activities to 
guide C2L youth in developing their 
networking skills

• Gain actionable techniques for preparing 
C2L youth to navigate the interview process



Please download and install the Slido 
app on all computers you use

What is one challenge you've observed 
youth facing when thinking about their 
future careers?

ⓘ Start presenting to display the poll results on this slide.



Importance of Early Career Readiness

•Skill development 
through C2L

•Ways to capture the 
development of skills:
• Activity list
• Resume
• Portfolio



The Process

InterviewingNetworkingPortfolioResume



Importance of Resume Writing for Youth

• Foundation for future opportunities
• Develop self-awareness
• Articulate skills
• Build confidence
• Understand employer expectations



Components of an Effective Resume

• Contact information
• Objective/summary statement
• Education
• Experience
• Skills
• Optional sections – awards, honors, interests

JK0
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JK0 slide 6 has key components but they are called elements here
Jay Kamau, 2025-04-29T18:45:47.274



Standing Out

What would you expect to see on a youth 
resume? JK0

HJ1
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JK0 maybe say "details" on a resume
Jay Kamau, 2025-04-29T18:49:39.811

HJ1 What if they haven't reviewed a youth resume? Maybe it would be good to have a sample to look at and reflect 
on.
Hillary Jones, 2025-05-02T13:54:07.066

HJ1 0 I see this is coming - I would recommend that you consider another question that would help address this. It 
could be, What would you expect to see on a youth resume?
Hillary Jones, 2025-05-02T14:04:48.021



Creating the Resume

•Activity List or Resume 
Worksheet

•Format
•Review



Do’s and Don’ts of Resume Writing

Don’tsDo’s
Use someone else's contact informationList most up-to-date contact 

information
Send a resume with multiple errorsSpellcheck

Make up referencesHave references available

Be wordy, use multiple font stylesConcise, clearly written, easy to read

LieBe honest

JS0

HJ1
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JS0 The text is a bit hard to read on the gray
Javine Smith, 2025-04-29T15:41:29.625

HJ0 0 I still think this is very small text & not easy to read.
Hillary Jones, 2025-05-02T13:55:28.647

HJ1 Give them a few more ideas for references since this can be quite difficult for youth - teachers, coaches, C2L 
program staff, religious leaders, volunteer activity coordinators, etc. can be good examples.
Hillary Jones, 2025-05-02T13:57:09.852



Resume Critique



Resume 1



Resume 2



Resume 2



Resume 3
HJ0
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HJ0 I agree with the concern about the font on this one, but I would look for an example that would be more what 
you'd expect from youth that C2L programs in Philly are primarily serving.
Hillary Jones, 2025-05-02T14:14:37.630



Resume 3



Portfolios

• Collection of work showcasing 
• Skills 
• Accomplishments
• Growth

• Promotes reflection and self-assessment



What to include

•Academic skills
•Personal management 

skills
•Teamwork skills

HJ0
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HJ0 Other things can include, programs from shows they are in (music/theater/art), pictures of poster 
boards/presentations (i.e. from a science fair), their art work, news articles they wrote (journalism), new articles 
they are in or represented by (i.e. their sports team or club), highlights of activities they're in on their school 
website.
Hillary Jones, 2025-05-02T14:28:09.838



Digital vs Physical

PhysicalDigital
• Tangible and memorable
• Direct interaction
• Controlled viewing 

experience 

• Accessibility and 
shareability

• Cost-effective
• Easy to update

Pros

• Costly to produce
• Difficult to update
• Not environmentally friendly

• Technology dependent
• Security and privacy 

concerns
• Less tangible experience

Cons

HJ0
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HJ0 My experience with portfolios has always been in binders where you could add pages easily - printer access 
would be a more relevant physical con than anything else in this case. I don't know how frequently people are 
going through a formal binding process for portfolios these days, but we should have a sense of this.
Hillary Jones, 2025-05-02T14:31:12.655



Hurdle Anticipation

What is one of the biggest challenges you 
anticipate your youth might face when writing 

their resumes or creating their portfolios?



Common Challenges

• No or limited experience
• What to include
• Strong action verbs
• Formatting

HJ0
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HJ0 I'd recommend you talk about this a little bit - not just where the resource is.
Hillary Jones, 2025-05-02T14:32:19.829



What is Networking?

•Build relationships 
with other 
professionals

•Foster mutually 
beneficial 
relationships 

HJ0
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HJ0 If you're going to mention LinkedIn make sure you mention their age requirements
Hillary Jones, 2025-05-02T14:34:24.973

HJ0 0 I see this later on.
Hillary Jones, 2025-05-02T14:37:21.071



Benefits of Networking

RELATIONSHIP 
BUILDING

MUTUAL SUPPORT EXPANDING 
CIRCLE



Networking Skills

•Active listening
•Asking thoughtful 

questions
•Sharing information



Networking Skills (cont’d)

•Making connections
•Following up
•Digital networking

HJ0
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HJ0 You should encourage them to think about how they can give youth these opportunities - they will have to set 
these up.
Hillary Jones, 2025-05-02T14:38:23.542

HJ0 0 Give more ideas beyond bringing in guest speakers that's on the next page.
Hillary Jones, 2025-05-02T14:39:08.449



Strategies to Teach Youth

Role play Guest 
speakers

Mentorship 
opportunities

Mock 
networking 

event



What is an Elevator Pitch

What’s your ask?What’s your ask?

What is unique about you?What is unique about you?

What do you do?What do you do?

Who are you?Who are you?



Elevator Pitch Critique - Alex

Hi, I’m Alex. I go to Northwood High. I’m kind 
of interested in, like, computers and stuff? I’m 
in the video game club, and I’m pretty good at 
it, you know, playing games. So, maybe 
something in the area someday? Or, I don’t 
know, maybe something else. Nice to meet  
you.

JS0
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JS0 This activity could benefit from a template that providers can use when facilitating elevator pitch activities.
Javine Smith, 2025-04-29T15:54:13.309



Elevator Pitch Revised - Alex

Hi, I’m Alex, a sophomore at Northwood High. I’m 
really passionate about coding and game design. In 
the video lab club, I’ve been learning Python and 
even led a small team in creating a basic platformer 
game using Unity. I’m exploring opportunities to learn 
more about software development and potentially 
pursue a career in the tech industry. I’m eager to 
connect with people who work in that field to learn 
more about their experiences.



Elevator Pitch Critique - Maya

Hey, I’m Maya. I’m in a lot of clubs at school. 
Like, I do debate, and I’m in student 
government, and I volunteer sometimes. I’m 
pretty busy. So, yeah, that’s me.



Elevator Pitch Revised - Maya

Hi, my name is Maya and I’m a junior at Frankling High 
School. Being involved in debate club has really helped 
me develop strong communication and leadership 
skills. In debate, I’ve learned to research complex issues 
and present persuasive arguments. I’m interested in 
fields where I can use these skills to connect with 
people and make a positive impact, like maybe 
communications or public service. I’m always looking 
for opportunities to learn from people with experience 
in those areas.



Interview Skills

• Informational
•Formal
•Group

EH0JS1
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EH0 Did you mean formal in the last sentence?
Erica Hoskins, 2025-04-28T20:57:14.952

JS1 Align notes with info on slide
Javine Smith, 2025-04-29T15:55:04.602



Informational Interviews

• Informal way to learn 
from experienced 
professionals

•Benefits
•Goals
•Send a thank you note

JS0
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JS0 “Youth should” is overused in this section.
Javine Smith, 2025-04-29T15:57:12.438



Formal Interviews

•To secure a job
•Technical knowledge
•May be multiple 

interviews with various 
time lengths

•May meet with a 
number of people

•Ask questions

JS0
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JS0 Explain how a provider can implement this
Javine Smith, 2025-04-29T15:58:38.517



Group Interviews

•Time saving
•Customer-facing or 

team roles
•Group discussions or 

group activities
•Focus on self

HJ0
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HJ0 One thing I'd recommend for group interviews is that youth plan their 1 minute introduction of themself and to 
be able to talk about why they're personally interested in the role.
Hillary Jones, 2025-05-02T15:08:06.340



Preparing for an Interview

RESEARCH QUESTIONS DRESS CODE

JS0
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JS0 Be mindful of verbiage 
Javine Smith, 2025-04-29T16:01:34.028



STAR Method

Situation

Describe a 
situation in 
your work 

experience 
relevant to 

the 
question

Task 

Explain 
what your 
task was in 

the 
situation

Action

Detail the 
action you 

took to 
address 

the 
situation

Result

Summarize 
the 

outcome 
of your 

response



Role-Play like a STAR

Situation Task Action Results



Question & Answer 

Okay, so there was this one time in our school’s bake 
sale club. We were supposed to bake cookies to raise 
money for the debate team. My job was to bring in 
chocolate chip cookies. I kinda forgot until the 
morning of the bake sale. So, I just quickly mixed some 
stuff together and baked them really fast. They didn’t 
taste very good, and not many people bought them. 
We didn’t raise much money that day.

JS0
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JS0 This slide looks cluttered
Javine Smith, 2025-04-29T16:03:13.131



Revised Response

• Situation: Volunteered to bake cookies for debate team 
fundraiser

• Task: Needed to bake at least 2 dozen to sell
• Action: Forgot until late and rushed baking. Decided to sell 

them cheaper and help out in other ways
• Result: Cookies didn’t sell well but helped overall with the bake 

sale and the leader respected honesty
• Learning: learned the importance of better planning



Common Challenges

• Shyness
• Knowing what to say
• Fear of rejection
• Understanding professional boundariesJK0
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JK0 this makes introversion seem like a bad thing. It conflates a personality trait with a deficit
Jay Kamau, 2025-04-29T19:03:01.783



Integrating into Programming

InterviewingNetworkingPortfolioResume



C2L-PHL Resource Library Reminder 

• Virtual Training Sessions
• Tools and Templates
• Guides
• Podcasts and Other Media
• Collaboration and 

Engagement

Universal 
Support



Capacity Building Virtual PD Events

May 15

10:00 am – 12:00 pm

CLEAR Coaching 
Framework



careerprograms@foundationsinc.org

Questions?


