RESUME WORKSHEET

CONTACT INFORMATION

Name: ____________________________________________________________________

Home Address: _____________________________________________________________

__________________________________________________________________________

School Address: (If applicable) ________________________________________________

__________________________________________________________________________

Telephone Numbers: _________________________________________________________

__________________________________________________________________________

Email Address: _____________________________________________________________

Other Information: __________________________________________________________

PROFILE
__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

PROFESSIONAL EXPERIENCE

Dates Employed (month/year): ________________________________________________

Employer’s Name: ___________________________________________________________

Employer’s Address (City/State): ________________________________________________

Job Title: ___________________________________________________________________

Responsibility #1 ____________________________________________________________


Duties and Accomplishments


_____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________

Responsibility #2 _____________________________________________________________


Duties and Accomplishments


_____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________

Responsibility #3 _____________________________________________________________


Duties and Accomplishments


_____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________

Responsibility #4 _____________________________________________________________


Duties and Accomplishments


_____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________

Dates Employed (month/year):_________________________________________________

Employer’s Name: ____________________________________________________________

Employer’s Address (City/State): ________________________________________________

Job Title: ___________________________________________________________________

Responsibility #1 _____________________________________________________________


Duties and Accomplishments


_____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________

Responsibility #2 _____________________________________________________________


Duties and Accomplishments


_____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________

Responsibility #3 _____________________________________________________________


Duties and Accomplishments


_____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________

Responsibility #4 _____________________________________________________________


Duties and Accomplishments


_____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________

Dates Employed (month/year):_________________________________________________

Employer’s Name: ___________________________________________________________

Employer’s Address (City/State): ________________________________________________

Job Title: ___________________________________________________________________

Responsibility #1 _____________________________________________________________


Duties and Accomplishments


_____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________

Responsibility #2 _____________________________________________________________


Duties and Accomplishments


_____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________

Responsibility #3 _____________________________________________________________


Duties and Accomplishments


_____________________________________________________________________


_____________________________________________________________________


_____________________________________________________________________

Responsibility #4 _____________________________________________________________


Duties and Accomplishments


_____________________________________________________________________


_____________________________________________________________________

EDUCATION

School: ______________________________________________________________________

Major(s): ____________________________________________________________________

Minor: ______________________________________________________________________

Date Graduated/Dates Attended: ________________ Degree Seeking/Granted: _____________

Grade Point Average: __________________________________________________________

Academic Honors _____________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Scholarships: ________________________________________________________________

Co-ops or Internships (Where, When, Description) ____________________________________________________________________________

____________________________________________________________________________

Extracurricular Activities: _______________________________________________________
____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Offices Held: _________________________________________________________________
____________________________________________________________________________

Special Projects/Team Projects (When and Description): ______________________________
____________________________________________________________________________
____________________________________________________________________________

International Travel (Where, When, Description):

___________________________________________________________________________

Relevant Coursework (only for current students and recent graduates): 

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

High School (if going to include): _______________________________________________

Continuing Education: _________________________________________________________

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

Certifications: (certificate number and expiration date when applicable)

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________
____________________________________________________________________________

PROFESSIONAL AFFILIATIONS

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________
____________________________________________________________________________

OPTIONAL SECTIONS

Volunteer Work:


______________________________________________________________________


______________________________________________________________________


Computer Skills:


______________________________________________________________________


______________________________________________________________________


Foreign Language Skills:


_____________________________________________________________________


Awards/Honors:


_____________________________________________________________________


_____________________________________________________________________

Publications:

____________________________________________________________________

____________________________________________________________________

Presentations:

____________________________________________________________________

____________________________________________________________________

