Resume Worksheet Advisor

PERSONAL INFORMATION

Full Legal Name:

Address:

First Middle Last

City:

State: Zip code:

Phone number (include area code):

E-mail address (no inappropriate phrases):

JOB OBJECTIVE (what type of job are you looking for; use action words in describing it)

EDUCATION

H.S. Graduation Year:

Favorite courses:

H.S. Name:

SKILLS & ABILITIES

1. (Skil)

(List 4 classes)

e (Example)

(List a skill that you have)

2. (Skill

(Give an example of how you have used that skill)

e (Example)

(List a skill that you have)

3. (Skill

(Give an example of how you have used that skill)

(List a skill that you have)

o (Example)

4. (Skilly

(Give an example of how you have used that skill)

o (Example)

(List a skill that you have)

(Give an example of how you have used that skill)



WORK or VOLUNTEER EXPERIENCE

Dates employed: Job title:

Place of employment:

(Name of business or person who employed you)

Your job duties:

INTERESTS AND ACTIVITIES (list 4 — start each with an action word)

REFERENCES

List the name, occupation, address, and phone number for three references:
(First, ask them for permission to list them as a reference; include all of the following information)

Name (first and last): Occupation:
Address:
City: State: Zip code:

Phone number (include area code):

Name (first and last): Occupation:
Address:
City: State: Zip code:

Phone number (include area code):

Name (first and last): Occupation:
Address:
City: State: Zip code:

Phone number (include area code):
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