RESUME BUILDING WORKSHEET
---------------------------------------------------------------------------------------------

Name

Address

Phone

E-mail

WORK EXPERIENCE_______________________________________________________________
Job Title








Dates:

Employer

City, State

Major Duties:

Skills Developed:

Special Projects:

Accomplishments

Job Title








Dates:

Employer

City, State

Major Duties

Skills Developed:

Special Projects:

Accomplishments:

WORK EXPERIENCE CONT._________________________________________________________
Job Title








Dates:

Employer

City, State

Major Duties:

Skills Developed:

Special Projects:

Accomplishments:

Job Title








Dates:

Employer

City, State

Major Duties

Skills Developed

Special Projects:

Accomplishments:

EDUCATION_______________________________________________________________________
College:

Degree:







Graduation Date:

Major(s):

College:

Degree:







Graduation Date:

Major(s):

TRAINING/PROFESSIONAL DEVELOPMENT/WORKSHOPS_____________________________
Institution:

Name of Course:

Accomplishments:

Institution:

Name of Course:

Accomplishments:

COMMUNITY INVOLVEMENT/VOLUNTEER__________________________________________
Organization/Activity:







Dates:

Offices Held:

Accomplishments:

Skills Developed:
Organization/Activity:







Dates:

Offices Held:

Accomplishments:

Skills Developed:

Organization/Activity:







Dates:

Offices Held:

Accomplishments:

Skills Developed:

COMPUTER SKILLS________________________________________________________________ 

(Mac? IBM? Word? Word Perfect? Excel? PowerPoint? Html? Dreamweaver? Front Page? Java? C++?, etc)

LANGUAGE SKILLS________________________________________________________________ 

(study proficiency, or verbal/written fluency in other languages? Countries traveled to or studied in?)

OTHER SKILLS____________________________________________________________________
Page 1 of 4

