Resume Worksheet
NAME

Street or campus address, City, ST zip (comma between city and state)
Phone & Email

LinkedIn.com, portfolio website, blog, or any other social media that is appropriate for employer viewing
Tag line (optional)
A few words or a slogan about the value and expertise you offer 
SKILLS

Also called Strengths, Profile, Key Capabilities, Assets, or Qualifications

Bulleted statements of expertise in divided categories, columns, or a paragraph. Example
Creativity:

Technical:

Personal:

EDUCATION

Champlain College, Burlington, VT

Bachelor’s Degree in name of degree 


Anticipated graduation May 20??
Bulleted points of accomplishments including GPA if above 3.0, student leadership, scholarships, working while enrolled, study abroad, clubs, contests, volunteerism, etc.
EMPLOYMENT HISTORY

Also called Professional History, Professional Experience, Work History, or Experience

Name of company, city, ST

Job title
dates (month and year)

Bulleted points about main skills used and accomplishments---start with action verbs.

Your next previous job

Your next previous job

(Start with you most current starting position and list others in reverse order)

COMMUNITY SERVICE OR VOLUNTEER EXPERIENCE (optional)

Company, city, ST

Title or Volunteer
dates

INTERESTS (optional)
Three or four words in a line separated by commas, i.e.: skiing, reading, calligraphy

