Work Experience Idea Starters for the Resume:

Use this as a guide to help you develop content for your resume. 
Be specific in your descriptions and use ACTION words (VERBS)!
The more details, the better…don’t keep your employer guessing…and don’t short change yourself!  Even the” simplest” jobs possess transferrable job skills that you should be proud of!
Here are some common work and volunteer experiences and how to describe those experiences.

· Organizing a room/space/basement

· Filing papers and bills by date, last name, etc.
· Driving elderly or siblings

· Typing/formatting a document for a teacher

· Cleaning pool

· Painting/Maintenance

· Washing car

· Unloading groceries and putting groceries away in proper place

· Lawn care:

· Raking leaves

· Shoveling snow

· Mowing lawns


Description:

Provided lawn care services to an elderly neighbor twice a week.  Services included raking and bagging leaves, shoveling snow, and mowing the lawn.  Maintained lawnmower by changing the oil, cleaning blades, etc.
· Include dates of service (every Wednesday, twice a week, etc.)


· Babysitting:


      Description: 
Responsibilities include keeping children safe both in the home and during transit to outside activities, developing and monitoring play activities, answering phone and relaying messages, preparing meals, cleaning the home and providing laundry services.

· Include number of children and their ages

· Include duration of time you have worked for the family (Meyer (1 year, 2 years, every Wednesday, etc.)
  

· Caring for pets:
· Food, water, physical activity (walking)


Description:

Responsible for the care of two dogs in my home; provide food and water in the morning and evening five days a week; walk the dogs one mile every evening.

· Youth Group Activity:

· Providing services for the community, elderly, etc.

Description:

Traveled to Kansas City, Missouri on a student mission trip to assist in improving the community by providing maintenance services such as painting, repairing roofs, cleaning and sanitizing home spaces, and interacting with community members.
· Fast food industry:
· Preparing food

· Running cash register

· Counting money

· Customer service

· Cleaning/Maintaining company property
· Taking orders (customer service)

· Opening/closing store

Description:

Responsible for opening and closing the establishment according to company standards, process sales utilizing a cash register and make proper change, interpret customer orders correctly, effectively handle customer complaints, maintain clean, inviting environment for guests, prepare food to company standards.  Take the initiative to be productive when customer traffic is slow.

