



Personal Inventory Form (Example) 

Full Name (First) (Middle) (Last): John P. Doe 
Social Security Number: ___111-11-1111___
Birth Date: ____00/11/2222______ 

Present Address: 
1224 B Sugarloaf Road _
_Madison, VA 00000 _

Telephone: ____ (222) 333-4444________________
E-mail: ______________________



Work Experience

(Start with your most recent job)

1. Job title: Shift Leader
Company name and address: _ABC Manufacturing Inc. 
16 Labor Drive
Orange, VA 00000 
Dates of employment: from _January 1999_ to _Present_ 
Describe what you did on this job:

Created Call Center database of company’s suppliers and customers
Correlated and interpreted call statistics for quarterly workload reports
Supervised four operators in the Call Center
What did you like about this job? Helping our customers
What did you dislike about this job? Use of outdated equipment
Accomplishments/awards/honors: Certificate for exceptional customer service
2. Job title: Receptionist
Company name and address: ABC Manufacturing Inc,
Dates of employment: from June 1997 to January 1999
Describe what you did on this job:

Greeting and logging-in visitors and customers
Maintaining and publishing the Director’s daily Calendar
What did you like about this job? Greeting people
What did you dislike about this job? Shift work
Accomplishments/awards/honors: N/A


Education and Training

High School:

Name: Washington Regional High School
Year graduated or number of years completed: 1989
In what subjects did you do best? Science
What subjects did you like most? Science
What subjects did you like least? English
Clubs/organizations (list offices held): Science Club
Honors/awards/accomplishments: Vice President Of Senior Class
College/Universities:

Name, degree, and year completed or number of years/semesters completed: 

Northern Virginia Community College – completed two semesters of Business Office Management (January through December 1998) 
In what subjects did you do best? Introduction to Computers
What subjects did you like most? Introduction to Computers
What subjects did you like least? History 

Clubs/organizations (list offices held): N/A
Honors/awards/accomplishments: N/A 
Technical or Special Training:

Name, certification, and year completed or number of years/semesters completed: 

Microsoft Office – February 1999


Additional Information

Hobbies/Interest: Classical guitar, skiing 
Memberships in organizations (List offices held): 

____Scoutmaster, Boy Scouts of America, Troop 4444___

Volunteer/Community activities (Duties and accomplishments):

____Member/volunteer of INOVA Hospitals Auxiliary _____

18. 


