
Resume Worksheet 

	HEADING OF RESUME


	Name
	

	Street Address 

Include City, State, Zip
	

	Phone

Home:

Cell/Mobile:
	

	Messages
	

	Email
	

	Pager
	


	OBJECTIVE


	QUALIFICATIONS


· ___________________________________________________________
· ___________________________________________________________
· ___________________________________________________________
· ___________________________________________________________
· ___________________________________________________________
· ___________________________________________________________
· ___________________________________________________________
· ___________________________________________________________
· ___________________________________________________________
	EXPERIENCE

(Start with most current job)


	1.  Company Name:
	

	Location (City,State)
	

	Year: From __ to __
	

	Job Title:
	

	Other Titles (years)
	

	
	


	Responsible for…

	

	


Achievement Statements (Action=Results)
	·  

	·  

	· 

	· 

	· 

	· 

	· 

	· 

	· 

	· 


	2.  Company Name:
	

	Location (City,State)
	

	Year: From __ to __
	

	Job Title:
	

	Other Titles (years)
	

	
	


	Responsible for…

	

	


Achievement Statements (Action=Results)
	·  

	·  

	· 

	· 

	· 

	· 

	· 

	· 

	· 

	· 


	3.  Company Name:
	

	Location (City,State)
	

	Year: From __ to __
	

	Job Title:
	

	Other Titles (years)
	

	
	


	Responsible for…..

	

	


Achievement Statements (Action=Results)
	·  

	·  

	· 

	· 

	· 

	· 

	· 

	· 

	· 

	· 


	4.  Company Name:
	

	Location (City,State)
	

	Year: From __ to __
	

	Job Title:
	

	Other Titles (years)
	

	
	


	Responsible for…..

	

	


Achievement Statements (Action=Results)
	·  

	·  

	· 

	· 

	· 

	· 

	· 

	· 

	· 

	· 


	EDUCATION

(Start with latest degree or coursework attended)


	Degree
	

	Name of School
	

	Location (City, State)
	

	Year Graduated
	


	Additional Coursework or Training


	· 

	· 

	· 

	· 

	· 

	· 


	MILITARY
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Reference Positioning Yourself for a Successful Job Search or

Position Your Next Move for a Successful Job Search

