Build your resume worksheet
Enter the following information.

Name:
Complete permanent address:




College Address:
Home phone:







Cell phone:

Email address:
Where and when did you graduate from high school or GED?
What activities did you participate in high school? 
List any awards received in high school,  i.e. organizations, academic, scouts, sports, music, etc?
List any leadership roles you have had in school, volunteering or employment, i.e., secretary of an organization, shift manager at a fast food restaurant, coordinator of a clothing drive, etc.

Have you attended or graduated from a college or post-secondary school,  i.e. University, Vo-Tech, community college, or special training?  List the school, dates attended, and type of classes you took.
If you are a veteran, list your military experience, awards, and training.

List any organization(s) you have volunteered and what was your responsibility.

List all the places you have worked in the last 5 years even if they were part-time jobs.  With each job describe what you did in one or two short sentence.    Feel free to add short responsibility phrases regarding these jobs.
List any hobbies or activities you enjoy.  

What special traits make you a good worker or employee.  Are you organized, a quick learner, a team player, creative, people person, etc?
List your personality strengths. (i.e. calm under pressure, motivated, multitasking, compassionate, ethical, etc) 
List your technical skills, i.e. programming languages (VB, C++, Java), computer operating systems (XP, Linux), software packages (MS Office, Heavy Bid, AutoCad, Solid Works), special equipment (lathe, oscilloscope, LearJet)
List three people who can speak positively about you to a future employer.  These people cannot be relatives.  Use a mixture of people who have supervised you, worked with you, or an instructor.  Include their relationship to you.
What types of jobs are you interested in pursuing? 

Where is it you wouldn’t want to work?

List your goals in the following areas.
Education:
Professional:

Personal:

Other:

Who would you use as a reference?
Relationship to you?

Have your references provided the proper release forms?

Contact information:

Reference List:

Check list for: 

High school graduate

· Name, full address, telephone numbers, up-to date e-mails address (remember this is how you want to represent yourself).

· Full details of paid jobs

· Details of voluntary work

· Educational qualifications

· Details of interests/hobbies

· Special skills –computer. Technical, or transferable.

· Believable competency statements backed up with evidence

· Snappy career statements

· Printed on High quality papers
College graduate

· Name, full address, telephone numbers, up-to date e-mails address (remember this is how you want to represent yourself).

· Full details of paid jobs

· Details of voluntary work

· Educational qualifications

· Details of interests/hobbies – if somehow related to leadership opportunities or the job you would like to pursue.

· Special skills –computer. Technical, or transferable.

· Emphasis on achievements and results

· Believable competency statements backed up with evidence

· Snappy career statements

· Printed on High quality papers

Early-Career
· Name, full address, telephone numbers, up-to date e-mails address (remember this is how you want to represent yourself).

· Full details of paid jobs

· Details of voluntary work

· Educational qualifications

· Special skills –computer. Technical, or transferable.

· Emphasis on achievements and results

· Believable competency statements backed up with evidence

· Evidence that you have moved beyond the graduate level capability.

· Snappy career statements

· Printed on High quality papers

Mid-Career
· Name, full address, telephone numbers, up-to date e-mails address (remember this is how you want to represent yourself).

· Full details of paid jobs

· Details of voluntary work

· Special skills –computer. Technical, or transferable.

· Emphasis on achievements and results

· Believable competency statements backed up with evidence

· Evidence of sustained achievement

· Evidence of energy and enthusiasm

· Snappy career statements

· Full educational qualifications

· Printed on High quality papers

Mature Career
· Name, full address, telephone numbers, up-to date e-mails address (remember this is how you want to represent yourself).

· Full details of relevant jobs omitting trivial or low-level positions from your early career

· Details of voluntary work is demonstrates leadership or responsible community involvement that corresponding with your status.

· Special skills –computer. Technical, or transferable – be very specific to the level of your career at the time.

· Emphasis on achievements and results

· Believable competency statements backed up with evidence

· Evidence of sustained achievement

· Evidence of energy and enthusiasm

· Evidence of abilities to step up or cross into strategic management relevant to the position

· Snappy career statements

· Full educational qualifications

· Printed on High quality papers
*information on this page provided by the book “Amazing Resumes”
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