[bookmark: _gjdgxs]Resume Worksheet 
[bookmark: _m99hvnzeql57]Use the resume worksheet to brainstorm and organize information for your resume.                                   

Name:  __________________________________________________________________________

Address: ________________________________________________________________________

Phone:  _________________________________________________________________________

Email:  __________________________________________________________________________


Job Objective: ___________________________________________________________________

________________________________________________________________________________

Highlight of Skills and Qualifications 

· __________________________________________________________________________

· __________________________________________________________________________

· __________________________________________________________________________

· __________________________________________________________________________

Work History:  

Employer:  ______________________________________________________________________

Location: _________________________________________________________________________

Dates:  ______________________________________ to _________________________________

Position or Tittle ___________________________________________________________________
List as many responsibilities, accomplishments or results that described your performance 

· __________________________________________________________________________

· __________________________________________________________________________

· __________________________________________________________________________

· __________________________________________________________________________

Employer:  ______________________________________________________________________

Location: _________________________________________________________________________

Dates:  ______________________________________ to _________________________________

Position or Tittle ___________________________________________________________________
List as many responsibilities, accomplishments or results that described your performance 

· __________________________________________________________________________

· __________________________________________________________________________

· __________________________________________________________________________

· __________________________________________________________________________

Education
 
School __________________________________________________________________________

City, State ________________________________________________________________________

Diploma, Degree, Certificate or Field of Study _____________________________________________ 

School __________________________________________________________________________

City, State ________________________________________________________________________

Diploma, Degree, Certificate or Field of Study _____________________________________________ 

Additional Information  

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

