Resume Building Worksheet
There is neither a right nor wrong way to write a resume.  Include or omit headings that you feel will truly highlight your attributes.

_________________________________

First Name, Middle Initial, Last Name 

________________________________________

Street Address, Apartment Number, City, State, Zip

__________________________

Telephone Number (Include Area Code), Message Telephone Number

____________________________________

Email Address

Objective or Professional Summary: Position applying for; Type of Employment Desired

________________________________________________________________________________________________________________________________

Education/Certificate: College Name (s), City/State, Years Attended, Type of Degree Sought, Major

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Work History: Employer, Position, Location-City/State, Dates of Employment

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Volunteer/Internship/Community Service History: 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Skills and Abilities: What Work Related Skills You Have:

________________________________________________________________________________________________________________________________________________________________________________________________

Professional Associations or Organizations
________________________________________________________________________________________________________________________________________________________________________________________________

Awards
________________________________________________________________________________________________________________________________

Hobbies, Interests, Activities
________________________________________________________________________________________________________________________________________________________________________________________________

Related Course Work

________________________________________________________________________________________________________________________________________________________________________________________________

References

1) ______________________________________________________________

________________________________________________________________

________________________________________________________________

2) ______________________________________________________________

________________________________________________________________

________________________________________________________________

3) ______________________________________________________________
________________________________________________________________
________________________________________________________________
















