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RESUME




Creating/Updating a Resume - A resume is a document that includes a person’s experiences and skills.  It is important that the information on a resume highlights skills that are beneficial to the position you are applying for, this may mean that you will have to edit your resume for different jobs.

The following worksheet will help you collect all the information you need to create a resume. Fill in the blanks, and then look at the example that is included to help you create/update your own resume.

To begin, you must include your contact information:

	Name:
	     
	     

	First
	Last



	Address:
	     
	     
	     
	     

	
	Street
	City
	State
	Zip Code



	Phone:
	(       )
	     



	Email Address:
	     



Writing an Objective:
When applying for an entry level position it is important to include an objective on your resume. You want to make it clear to the employer how hiring you will benefit their company. Read the following examples, and then create an objective for your resume in the space provided.


Examples:
Dedicated high school student pursing a position as a store clerk.

Courteous student interested in providing customer service to shoppers.

Tech-savvy individual looking to share skills while gaining experience in the career field.


	     

	     

	     



Answer the following questions to complete the Education, Experience, Achievements, and Skills portions of the resume:

	When did you start attending High School?

	Month:
	     
	Year:
	     

	What is your current cumulative GPA:
	     



	Have you taken any Pre-AP or AP classes (list the names)?

	· 
	     

	· 
	     

	· 
	     

	· 
	     

	· 
	     



	|_|
	YES
	[bookmark: Check9]|_|
	NO


Have you had a job?  	

If you have a job:

	What is the name of the business or person you most recently worked for?

	     



	When did you begin working at this job?

	Month:
	     
	Year:
	     



	When did you leave this job?

	Month:
	     
	Year:
	     



If you have had more than one job, list the information for your previous job here:

	What is the name of the business or person you most recently worked for?

	     



	When did you begin working at this job?

	Month:
	     
	Year:
	     



	When did you leave this job?

	Month:
	     
	Year:
	     



	|_|
	YES
	|_|
	NO


If you have never had a job, do you have volunteer experience?  

If you have volunteer experience:

	What is the name of the business you volunteered for?

	     



	When did you begin your volunteer experience?

	Month:
	     
	Year:
	     




	When did you complete you volunteer service with this business?

	Month:
	     
	Year:
	     



If you have had more than one volunteer experience, list the information for your previous experience here:

	What is the name of the business you volunteered for?

	     



	When did you begin your volunteer experience?

	Month:
	     
	Year:
	     



	When did you complete you volunteer service with this business?

	Month:
	     
	Year:
	     



Have you won any awards in school, sports, clubs, or while participating in events outside of school?

	· 
	     

	· 
	     

	· 
	     



What skills do you possess that will show the potential employer hiring you will benefit the company?

	· 
	     

	· 
	     

	· 
	     



A reference is an adult who knows you well and will confirm that the information on your resume is true. When choosing a reference you want to make sure you are choosing a person who has seen the qualifications you have listed first-hand. References cannot be family members. Good candidates for references are: teachers, former teachers, volunteer supervisors, family friends, parents of friends.

	Reference #1:

	Circle One:
	Mr.
	Ms.
	Mrs.

	Name:
	     
	     

	First
	Last

	Address:
	     
	     
	     
	     

	
	Street
	City
	State
	Zip Code

	Phone:
	(       )
	     
	Years Known:
	     





	Reference #2:

	Circle One:
	Mr.
	Ms.
	Mrs.

	Name:
	     
	     

	First
	Last

	Address:
	     
	     
	     
	     

	
	Street
	City
	State
	Zip Code

	Phone:
	(       )
	     
	Years Known:
	     



	Reference #3:

	Circle One:
	Mr.
	Ms.
	Mrs.

	Name:
	     
	     

	First
	Last

	Address:
	     
	     
	     
	     

	
	Street
	City
	State
	Zip Code

	Phone:
	(       )
	     
	Years Known:
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