



Resume Worksheet

Instructions:

The first step in writing an effective resume is to develop a rough draft. Using the Resume Worksheet on the facing page, write in the information requested. Keep the following points in mind:

1. Choose an appropriate resume format that promotes you to the employer in the best possible way. There are several different types of resumes from which to choose, and each is discussed on the next pages. 

2. Select information that you want to include. List the categories in order of priority by placing the most important items towards the top of your resume. 

3. Write, rewrite, and edit your final copy. Make sure your qualifications are reflected in your experiences, skills, and capabilities. 

4. Use action-oriented sentences.  
For Example:

· Organized office records.

· Assembled shipping cartons.

· Catalogued marketing materials.

· Handled cash using a cash register.

Resume Worksheet
Name:

Identifying Data:

_________________________________

_________________________________

_________________________________

Personal Data (Optional):

_________________________________

_________________________________

_________________________________

Objective

______________________________________________

______________________________________________

______________________________________________

Education:

______________________________________________

______________________________________________

______________________________________________

Experience:

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

Professional Development: 

______________________________________________

______________________________________________

______________________________________________

Special Skills:

______________________________________________

______________________________________________

______________________________________________

Activities/Interests:

______________________________________________

______________________________________________

______________________________________________

Honors:

______________________________________________

______________________________________________

_____________________________________________


