

[bookmark: _GoBack]Complete the following form as a pre- planner for your resume. The last page has the parts of a resume listed and the comments to the right are ideas and things to consider. Be sure to answer each question!!!!


Your Full Name_____________________
Street Address_______________________
City, State, Zip Code____________________________
Phone Number w/ area code______________________
email address __________________________________


Objective:	To obtain a challenging position and gain experience as a _____________, while working towards the position of ____________ .

Education:
________ – Present	Burton Center for Arts and Technology, Salem Virginia
			Major: ________________________________________________________

________ – Present	High School__________________________, City___________________, VA,
			Anticipated Graduation: June 201__

Employment/ Volunteering:
JOB OR VOLUNTEER EXPERIENCE #1
________ – _______	Business or Employer Name________________, City_____________, VA
			Job Title ______________________________
			Responsibilities _____________________________________________________
			__________________________________________________________________

JOB OR VOLUNTEER EXPERIENCE #2

________ – _______	Business or Employer Name________________, City_____________, VA
			Job Title ______________________________
			Responsibilities _____________________________________________________
			__________________________________________________________________






Awards / Honors:	List any awards you have received______________________________________
			__________________________________________________________________
List any offices held _________________________________________________
__________________________________________________________________
			List any certificates you have received at school or outside of school__________
			__________________________________________________________________
			__________________________________________________________________
			List anything you have been recognized for during an assembly_______________
			__________________________________________________________________


Activities:		Other than SkillsUSA what organizations, clubs, or teams do you participate in? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Skills:			What are you good at doing? List any skill that would help an employer
						

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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