RESUME WORKSHEET

Name: ​​​​​​​​​​​​​​​​​​​​​​​​​​​___________________________________________  Date updated:__________________
I.
Heading Information

Address: ________________________________________________________________________
City: __________________________________________ State: _____________ Zip: __________
Phone: (______) _______________________ E-Mail: ___________________________________
Web Address: __________________________________________ Fax Number: ______________ 
II.
Objective Statement (answer the following questions to help develop your objective statement)

What are your main qualifications, strengths, skills, and areas of expertise?


What position(s) or type of position are you seeking?


What type of organization or work setting are you most interested in?


What qualifications are most desired by employers in your field?


What positions are available on the job market?  What are they titled?


What organizations are now hiring?

III. Education (college section is if you are currently talking any courses at a college)
College or University: _____________________________________________________________
Location: _________________________________________________ State: _________________
Classes Taken:____________________________________________________________________

Degree:______________________ Major(s): _______________________ Minor(s):____________
Anticipated Date of Graduation: ______________________ Overall GPA: ____________________
High School: _____________________________________________________________________
Location: _________________________________________________ State: _________________
Degree: _________________________________________________________________________
Special Awards / certificates / scholarships: ____________________________________________ 
Anticipated Date of graduation: ______________________ Overall GPA: ____________________
Relevant skills and training (relevant courses taken, computer skills, languages, special projects): ________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________
Other schools attended, training or certifications received, licenses obtained, scholarships: ________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________
IV. Experience Information (consider all experience—paid, unpaid, volunteer, etc.)

[There is room for your past 3 experiences below.  Remember to list most recent experience first.]
Job title: ________________________________________________________________________ 

Organization name: ________________________________________________________________
Address: ________________________________________________________________________
City: ___________________________________________ State: ___________________________
Dates employed (months & years only)  From: ___________________ To: ___________________
Name of supervisor(s): _____________________________________________________________
Duties and responsibilities: __________________________________________________________
________________________________________________________________________________
Specific performance accomplishments or contributions you made to this job:

________________________________________________________________________________________________________________________________________________________________
Combine the duties and accomplishments together and write 3 strong statements in regards to the job:

*_______________________________________________________________________________ *_______________________________________________________________________________ *_______________________________________________________________________________
Position title: _____________________________________________________________________ 

Organization name: ________________________________________________________________
Address: ________________________________________________________________________
City: ___________________________________________ State: ___________________________
Dates employed (months & years only)  From: ___________________ To: ___________________
Name of supervisor(s): _____________________________________________________________
Duties and responsibilities: __________________________________________________________
________________________________________________________________________________
Specific performance accomplishments or contributions you made to this job:

________________________________________________________________________________________________________________________________________________________________
Combine the duties and accomplishments together and write 3 strong statements in regards to the job:

*_______________________________________________________________________________ *_______________________________________________________________________________ *_______________________________________________________________________________
Position title: ____________________________________________________________________
Organization name: _______________________________________________________________
Address: ________________________________________________________________________
City: ___________________________________________ State: ___________________________
Dates employed (months & years only)  From: ___________________ To: ___________________
Name of supervisor(s): _____________________________________________________________
Duties and responsibilities: __________________________________________________________
________________________________________________________________________________
Specific performance accomplishments or contributions you made to this job:

________________________________________________________________________________________________________________________________________________________________
Combine the duties and accomplishments together and write 3 strong statements in regards to the job:

*_______________________________________________________________________________ *_______________________________________________________________________________ *_______________________________________________________________________________
V. Activities / Interests / Special Skills 
1.
Memberships in professional organizations, clubs or community groups, volunteer & religious organizations.  Include name of the association, offices held and the dates.  Add any significant activities attributed to your leadership: ______________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2.
Awards and Honors (academic, athletic, social, civic). Any scholarship not based on financial need: _______________________________________________________________________

_____________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________
3.
Creative professional activities (articles written, inventions, projects presented or displayed):

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4.
Write here your special talents, skills, training, languages (artistic, computer skills, special licenses, and significant achievements), etc: 
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________
VI.  Personal References
List references (who can discuss your work related qualities positively) on a separate page, not on your resume.  Avoid using family and relatives.  Generally, three to five professional or academic references will be sufficient.  Be sure to get permission from any reference before using their name!  
1.
Name: ___________________________________________ Phone: (_____) _______________

Address: _________________________________________ City: ___________ State: _______

Title (relationship to you):________________________________________________________

Organization:___________________________________ Email:_________________________

2.
Name: ___________________________________________ Phone: (_____) _______________

Address: _________________________________________ City: ___________ State: _______

Title (relationship to you):________________________________________________________


Organization:___________________________________ Email:_________________________

3.
Name: ___________________________________________ Phone: (_____) _______________

Address: _________________________________________ City: ___________ State: _______

Title (relationship to you):________________________________________________________


Organization:___________________________________ Email:_________________________

