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Complete the following worksheet to prepare for the writing of your resume. You will then enter this information into an MSWord document.

1. Employment Objective – explain in your objective statement (optional on your resume) what type of position you want to obtain. You may also indicate the type of company you want to work for or the skills you wish to utilize/capitalize on in your new position.
•
Obtain a challenging position at a growing company where I can maximize my management skills, quality assurance, program development, and training experience.
•
Obtain an account executive trainee position for a major advertising agency.
•
Obtain an elementary education teaching position at a small independent school.

•
Obtain a position utilizing my customer service experience and knowledge of consumer lending practices to improve customer satisfaction and increase sales.
•
Obtain a management position at a growing company where I can effectively utilize my expertise in human relations, project management, staff recruitment, and retention.
2. Work Experience – List your most recent jobs first. 
A. Job Title:

Job Duties/Accomplishments:

Company Name:

City, State:

Dates of Employment (year to year):

B. Job Title:

Job Duties/Accomplishments:

Company Name:

City, State:

Dates of Employment (year to year):

C. Job Title:

Job Duties/Accomplishments:

Company Name:

City, State:

Dates of Employment (year to year):

OTHER WORK EXPERIENCE: List job titles/positions you want to show but do not want to go into detail about, i.e. short-term jobs, part-time jobs, volunteer work, etc.. You may be able to reference this experience in your additional skills/experience section:
3. Summary of Qualifications – This should be a summary of your experience, skills and abilities, and be contained in four to six lines of text. Only list the attributes that will be of interest to an employer and relevant to the position for which you are applying.

Examples Summary:

4. List Accomplishments and Successes. As a recent graduate you may not have many or any to list. This section is not a requirement for your resume.
Examples of Accomplishments and Successes:

• set and achieved a goal

• improved a process, procedure or system

• led, trained, supervised, coached or mentored others

• analyzed and solved problems with creative solutions

• team leader in a class group project

• planned club meetings and social events

• chaired a philanthropy committee

• met or exceeded sales goals

• increased profits or cut operating costs

• coordinated a silent auction fundraiser

• managed financial expenditures and balanced a budget

• supervised staff of volunteers for a non-profit organization
5. Education  - List your most recent educational pursuits first   
A. Technical School and/or College:

City, State: Dates Attended:

Degree/Certificate or courses taken:

If you have not graduated yet, you may state “Estimated completion date insert date.”

B. High School:

City, State: Dates Attended:

Diploma or courses taken:

MILTARY EXPERIENCE: (optional and if not used elsewhere on this resume)

Branch of Service:

Highest Rank:

Type of Discharge: Year of Separation:

Duties:








