RESUME WORKSHEET

PROFILE AND OBJECTIVE:   (Type of position)__________________________________________


HIGHLIGHTS OF QUALIFICATIONS EXAMPLES:
· ______________________________________________________________________________
· ______________________________________________________________________________
· ______________________________________________________________________________
· ______________________________________________________________________________
· ______________________________________________________________________________

SKILLS , ABILITIES, AWARDS: (See Skills and Uses Worksheet)

School honors (attendance)			___________________________________________
Extracurricular activities (see activity sheet)	___________________________________________
Awards (honor roll)	GPA (3.0 or higher)		___________________________________________
Certificates (CPR, first aid)				___________________________________________
Special responsibilities (tutor, Teacher asst.)	___________________________________________

 WORK EXPERIENCE:   (include full-time, part-time, summer, volunteer)
					(present to past—most recent to first)
Name of employment(Residence of Mr. & Mrs)  __________________________________________
Street address		___________________________________________________________
City, State, Zip		___________________________________________________________
Phone number (area code)	___________________________________________________________
Dates – From: 	______________	To:	___________________________________________
Supervisor (Mr., Mrs., Miss, Dr.)			___________________________________________
Title or Position (usually ends in “er”)		___________________________________________
Proudest accomplishment(use numbers)  	__________________________________________
Another accomplishment				___________________________________________
*results and accomplishments begin with power  words – See Power Words Sheet (duties and responsibilites)	

Name of employment	________________	___________________________________________
Street address		   _________________________________________________________ City, State, Zip		   _________________________________________________________
Phone number (area code)	   _________________________________________________________
Dates – From: 	______________	To:	___________________________________________
Supervisor (Mr., Mrs., Miss, Dr.)		________________________________________________
Title or Position (usually ends in “er”)	________________________________________________
Proudest accomplishment			________________________________________________
Another accomplishment			________________________________________________

PERSONAL & PROFESSIONAL or INTERESTS OR ACTIVITIES:  (basically what you do in your spare time)
Community involvement	___________________________________________________________	
Memberships		___________________________________________________________
Volunteer work		___________________________________________________________
Awards/Trophies		___________________________________________________________
[bookmark: _GoBack]Hobbies 			___________________________________________________________

