Resume Worksheet
_____________________________________________

(First Name Last Name, print in ALL CAPITALS)
_____________________________________________

(Street Address)
_____________________________________________

(City, Province)
_____________________________________________

(Postal Code)
_____________________________________________

(Phone Number(s))
_____________________________________________

(Email)


Job Objective:

_____________________________________________________________________________________

_____________________________________________________________________________________


Summary of Skills:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Education: 

_____________________________________________

________________________________

(Name of School)






(Expected Date of Graduation)

_____________________________________________

_____________________________________________

_____________________________________________


Work Experience:
____________________________
________________________
 
___________________
(Job Title)




(Name of Employer/Business)


(Date of employment)


__________________________________________________________


__________________________________________________________


__________________________________________________________

____________________________
________________________
 
___________________

(Job Title)




(Name of Employer/Business)


(Date of employment)


__________________________________________________________


__________________________________________________________


__________________________________________________________

____________________________
________________________
 
___________________

(Job Title)




(Name of Employer/Business)


(Date of employment)


__________________________________________________________


__________________________________________________________


__________________________________________________________

Extra-Curricular Activities:

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________


Interests:

_____________________________________________________________________________________


References:
Character and Academic References Available Upon Request

List any special courses or awards





Objective Example:


To secure a position in sales


To obtain a part-time job in..…


To increase my knowledge and skills in ….….





Do not list references on your resume but include them on a separate sheet of paper





Describe your tasks using “action verbs” and bullets.








List your relevant paid and volunteer experience in reverse chronological order.








List hard and soft skills; group like skills together; use bullets to enumerate a list.








List the things that you like to do in your free time.  Take one or two lines.  Show that you are a well rounded person.





List the things you do at school outside of class time.








