Advanced Resume Worksheet 

  
Name______________   Date___________ 

Directions:  The following worksheet includes the possible parts of a resume.  Complete the worksheet by filling in the blanks to answer the questions below.  After completing the worksheet, you will be ready to format and type your resume.
  

Heading 

	First name, middle initial, last name: 
	  

	Street address, 

city, state, zip code: 
	  

	Area code, 

telephone number: 
	  

	e-mail: 
	  


  
Objective 

A job objective is a targeted, brief description of a job you are seeking.  It should be composed clearly using a minimum number of words.   The objective should answer these questions:  What do I want to do? For whom or with whom do I want the job? Where do I want the job? What level of responsibility would I like to assume? 

	  

	  

	  

	  


Education 

Your most recent educational experience should be listed first.  Include your degree (A.S., B.S., B.A.) major, institution attended, date of graduation, minors or concentrations, and any special workshops, seminars, related coursework, or senior projects.  A G.P.A. of higher than 3.0 should be noted. 

Degree: 

	  

Institution: 

	  

Date of Graduation: 

	  

Minor or concentration: 

	  

Special workshops, seminars, coursework: 

	  

G.P.A. 


Skills 

Identify 5-6 major skills needed for your occupation.  For each skill, brainstorm 2-3 examples of when you have used that skill in the past. Then write a one line statement that clearly and concisely describes how you used or developed those skills in the past. 

	Skill 
	When You Have Used that Skill in the Past 
	One line statement 

	1. 
	1. 

2. 

3. 
	  

	2. 
	1. 

2. 

3. 
	  

	3. 
	1. 

2. 

3. 
	  

	4. 
	1. 

2. 

3. 
	  

	5. 
	1. 

2. 

3. 
	  


Work History 

You should describe your work responsibilities with an emphasis on achievements using action words to communicate your skills. List the most important and related responsibilities first. Identify the most relevant work experiences and fully describe them. Be brief with the irrelevant experiences or omit them.  Describe at least one job.   A job can include volunteer service; it does not have to be something you earned a paycheck for. 

	Job 
	Responsibilities 

	Position Title: 

  

Name of Organization: 

  

Location (town, state): 

  

Dates: 
	1. 

2. 

3. 

	Position Title: 

  

Name of Organization: 

  

Location (town, state): 

  

Dates: 
	1. 

2. 

3. 

	Position Title: 

  

Name of Organization: 

  

Location (town, state): 

  

Dates: 
	1. 

2. 

3. 


  
Awards, Activities, Volunteer Service: 

Activities, Awards, and Volunteer Service are also important categories to include. If the activities involved work responsibility, note it in some detail. The employer is interested in the skills you have developed whether it is through volunteer work or paid experiences. If you were elected to offices or committees, mention it. Recognition and demonstration of leadership roles are valuable.  Try to think of at least one activity per category and write a description. 
	Activity 
	Description 

	Awards: 
	  

	  

  
	  

	  

  
	  

	  

  
	  

	Activities 
	  

	  

  
	  

	  

  
	  

	  

  
	  

	Volunteer Service 
	  

	  

  
	  

	  

  
	  

	  

  
	  


