Resume Worksheet
Full Name:

Present Address:

Citizenship:

Date of Birth:

Security Clearance:

E-mail address:

Telephone (home)




Mobile:

Short-term occupational goal (6-12 months)

Mid-term occupational goal (2-5 years)

Long-term career (5-10 years)
Work History (start with most recent job and provide history up to 10 years)

1.  Job title:

Company Name and Address:

Supervisor’s Name:

Dates: from


to

Annual Salary: starting


ending

Description of responsibilities and accomplishments:

Honors/Awards:

Special course completed (seminars, workshop, training):

********************************************

2.  Job title:

Company Name and Address:

Supervisor’s Name:

Dates: from


to

Annual Salary: starting


ending

Description of responsibilities and accomplishments:

Honors/Awards:

Special course completed (seminars, workshop, training):

********************************************

3.  Job title:

Company Name and Address:

Supervisor’s Name:

Dates: from


to

Annual Salary: starting


ending

Description of responsibilities and accomplishments:

Honors/Awards:

Special course completed (seminars, workshop, training):

********************************************

4.  Job title:

Company Name and Address:

Supervisor’s Name:

Dates: from


to

Annual Salary: starting


ending

Description of responsibilities and accomplishments:

Honors/Awards:

Special course completed (seminars, workshop, training):

Education and Training

High School

Name and Address:

Graduation Date:


Years Completed:

Honors and Awards

Clubs/organizations (positions held, duties, accomplishments):

College and/or University

Name and addresses of colleges or universities attended:

1.

Graduation Date:


Years Completed:

Degree/certificate earned:

Degree Major:

Degree Minor:

Honors/Awards/Accomplishments

Clubs/organizations (positions held, duties, accomplishments):

2.

Graduation Date:


Years Completed:

Degree/certificate earned:

Degree Major:

Degree Minor:

Honors/Awards/Accomplishments

Clubs/organizations (positions held, duties, accomplishments):

3.

Graduation Date:


Years Completed:

Degree/certificate earned:

Degree Major:

Degree Minor:Honors/Awards/Accomplishments

Clubs/organizations (positions held, duties, accomplishments):

Graduate Education

1.  Name and Address

Graduation Date:


Years Completed:

Degree earned:

Degree Major:

Degree Minor/Specialization:

Honors/Awards/Accomplishments:

Certifications:

Clubs/organizations (positions held, duties, accomplishments):

2.  Name and Address

Graduation Date:


Years Completed:

Degree earned:

Degree Major:

Degree Minor/Specialization:

Honors/Awards/Accomplishments:

Certifications:

Clubs/organizations (positions held, duties, accomplishments):

***********************************************
Training (professional, technical, clerical, management license, certificate, etc.)
**Make separate entry for each program**
1.  Name and Address of training institute:

Course(s) attended:

Description of Program/Course(s):

Dates attended: start


end

Hours/credits earned:

Certificate/license awarded:

Honors/awards:

2.  Name and Address of training institute:

Course(s) attended:

Description of Program/Course(s):

Dates attended: start


end

Hours/credits earned:

Certificate/license awarded:

Honors/awards:

3.  Name and Address of training institute:

Course(s) attended:

Description of Program/Course(s):

Dates attended: start


end

Hours/credits earned:

Certificate/license awarded:

Honors/awards:

**************************************

Special Skills

Foreign Languages/Sign Language:

Fluent in:

Knowledge of:

Read and/or Write in:

Computer Languages:

Fluent in:

Knowledge of:

Computer Hardware:

Experienced in:

Knowledge of:

Computer Software:

Experienced in:

Knowledge of:

Machines/Equipment:
Operate:

Repair:

Clerical/Administrative Skills:
Other:

********************************

Other Information

Hobbies/Interests:

Organizational Membership:

1.  Name and Description of organization:

Position held/duties/accomplishments:

2.  Name and Description of organization:

Position held/duties/accomplishments:

Volunteer/community activities (duties and accomplishments):

