
RESUME WORKSHEET 
 
PERSONAL INFO 

Name _____________________________________________  Home Phone _________________________ 

Address ________________________________________________________________________________ 

E-mail address_________________________________  Other Phone Nos. __________________________ 

 
 
EMPLOYMENT INFO (Most recent first) 
 
Employer name _____________________________________ Phone ____________________________ 

Address ________________________________________________________________________________ 

Dates of Employment ________________________________ Hours per week ____________________ 

Supervisor’s Name & Title ____________________________       Salary/Pay ________________________ 

Duties _________________________________________________________________________________ 

_______________________________________________________________________________________ 

Skills Used _____________________________________________________________________________ 

_______________________________________________________________________________________ 

Accomplishments/awards/honors ____________________________________________________________ 

_______________________________________________________________________________________ 

Other information ________________________________________________________________________ 

_______________________________________________________________________________________ 

 

Employer name _____________________________________ Phone ____________________________ 

Address ________________________________________________________________________________ 

Dates of Employment ________________________________ Hours per week ____________________ 

Supervisor’s Name & Title ____________________________       Salary/Pay ________________________ 

Duties _________________________________________________________________________________ 

_______________________________________________________________________________________ 

Skills Used _____________________________________________________________________________ 

_______________________________________________________________________________________ 

Accomplishments/awards/honors ____________________________________________________________ 

_______________________________________________________________________________________ 

Other information ________________________________________________________________________ 

_______________________________________________________________________________________ 



VOLUNTEER WORK (most recent first) 

Organization name _____________________________________ Phone ___________________________ 

Address ________________________________________________________________________________ 

Dates of Activity ___________________________________ Hours per week ____________________ 

Supervisor’s Name & Title _________________________________________________________________ 

Duties _________________________________________________________________________________ 

_______________________________________________________________________________________ 

Skills Used _____________________________________________________________________________ 

_______________________________________________________________________________________ 

Accomplishments/awards/honors ____________________________________________________________ 

_______________________________________________________________________________________ 

Other information ________________________________________________________________________ 

_______________________________________________________________________________________ 

 

Organization name _____________________________________ Phone ___________________________ 

Address ________________________________________________________________________________ 

Dates of Activity ___________________________________ Hours per week ____________________ 

Supervisor’s Name & Title _________________________________________________________________ 

Duties _________________________________________________________________________________ 

_______________________________________________________________________________________ 

Skills Used _____________________________________________________________________________ 

_______________________________________________________________________________________ 

Accomplishments/awards/honors ____________________________________________________________ 

_______________________________________________________________________________________ 

Other information ________________________________________________________________________ 

_______________________________________________________________________________________ 

 

CAREER OBJECTIVE___________________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

 

WORK SKILLS AND ABILITIES_________________________________________________________ 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 



EDUCATION 

High School Name _________________________________________ Phone ______________________ 

Address ________________________________________________________________________________ 

Years Attended __________________   Graduation Date _________________  GPA/Class Rank _________ 

Major ___________________________ Honors ________________________________________________ 

Special Classes __________________________________________________________________________ 

Extra-curricular Activities _________________________________________________________________ 

Honors/Awards __________________________________________________________________________ 

 

College Name ____________________________________________ Phone ______________________ 

Address ________________________________________________________________________________ 

Years Attended __________________   Graduation Date _________________  GPA/Class Rank _________ 

Major ___________________________ Honors ________________________________________________ 

Special Classes __________________________________________________________________________ 

Extra-curricular Activities _________________________________________________________________ 

Honors/Awards __________________________________________________________________________ 

 

Outside Interests (that could be job related)___________________________________________________ 

_______________________________________________________________________________________ 

 

REFERENCES 

Name ___________________________________________  Position _______________________________ 

Address ________________________________________________________________________________ 

Phone Number ____________________________________  # Years Acquainted _____________________ 

 

Name ___________________________________________  Position _______________________________ 

Address ________________________________________________________________________________ 

Phone Number ____________________________________  # Years Acquainted _____________________ 

 

Name ___________________________________________  Position _______________________________ 

Address ________________________________________________________________________________ 

Phone Number ____________________________________  # Years Acquainted _____________________ 
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