Resume Worksheet

1. This resume begins in the 9th grade. No middle or elementary school entries permitted. Make sure that your page set up is set for 0.5 top & bottom and 0.7 both sides. Follow the order of items below in order. Always provide your personal information (full name, full address, phone/cell number(s) and/or email address, usually centered at the top. Do not use bullets or other symbols.  Do not use abbreviations for anything. 
2. Academics & Education—list the schools you have attended starting with high school. Provide the full address and phone number of each school you attended. GPA—if 3.0 or greater. Relevant course work. List courses by name that highlight job-related training or special area of interest. Keep list as short as possible, usually no more than 10 classes. List any basic skills you have (computer skills, Communication skills, writing skills, and organizational skills, foreign languages, MOUS certification, CPR, etc)—See Handout Entitled Employability Skills if you need ideas. Personal objective should be future focused and no more than a sentence or two. Past objective examples are posted with Resume examples if you need help. 
3. Awards, Honors, Clubs, Extracurricular Activities (band, choir, sports, scouts, church youth group, 

    4-H, etc) be sure to include the year(s) that you received these awards and/or the year(s) you were involved 
    in these activities. These items should be organized in chronological order from most recent to the past.
4. Work Experience—informal jobs will work if you do not have formal work experience. Be sure to include the following things with each. The supervisor’s name or title, full address, phone number, email address and the duties that you performed and the year(s) you worked at each place. These items should be organized in chronological order from most recent to the past.
5. Community Service---volunteer work that you have done for school and/or community at-large. Be sure to include the following things with each supervisor name or title, full address, phone number and the duties that you performed and the year(s) you worked at each place. These items should be organized in chronological order from most recent to the past.

6.  List three references. See References HO that you received in class. An adult not related to you. No friends who just turned 18 or graduated. You must always ask references if they would be willing to serve as a reference for you. Be sure to include the following things with each name of your reference, title or relationship to the person, full address, phone number. An example would be
Mr. John Moran

(name of person)

Social Studies teacher
(title)

Charlotte High School
(organization)

378 State Street

(street address)

Charlotte, MI 48813
(city, state and zip code) be sure to use 2 letter code established by   http://www.usps.com/                       517-541-5600 Ext.5671  (phone number including area code)                                   
moranj@charlottenet.org (email address if available or applicable)

Resume Worksheet

1. Set up and format

_____This resume begins in the 9th grade. No middle or elementary school entries permitted. 

_____Make sure that your page set up is set for 0.5 top & bottom and 0.7 both sides for the margins. 

_____Follow the order of items below in order 2, 3, 4 ,5 & 6. 

_____Always provide your personal information (full name, full address, phone/cell number(s) and/or email 

address, usually centered at the top. 

_____Do not use bullets or other symbols.  

_____Do not use abbreviations for anything. 

2. Academics & Education
_____Personal objective should be future focused and no more than a sentence. 
_____Past objective examples are provided in the writing resume handout with if you need help. 

_____List the schools you have attended starting with high school. 

_____Provide the full address and phone number of each school you attended. 

_____GPA—if 3.0 or greater. 

_____Relevant course work. 

_____List courses by name that highlight job-related training or special area of interest. 

_____Keep list as short as possible, usually no more than 10 classes. 

_____List any basic skills you have (computer skills, Communication skills, writing skills, and 

           organizational skills, foreign languages, MOUS certification, CPR, etc)

_____See Handout Entitled Employability Skills if you need ideas. 

3. Extracurricular Activities and Awards

_____Awards

_____Honors

_____Clubs

_____Extracurricular Activities (band, choir, sports, scouts, church youth group, 4-H, etc) 

_____Be sure to include the year(s) that you received these awards and/or the year(s) you were involved 

in these activities. 

_____These items should be organized in chronological order from most recent to the past.

4. Work Experience

_____Use informal jobs if you do not have formal work experience. 

_____Be sure to include the following things with each job you have had. 

The supervisor’s name or title, full address, phone number, email  address  

_____The duties that you performed on each job.

_____The year(s) you worked at each place. 

_____These items should be organized in chronological order from most recent to the past.

5. Community Service
_____ list any volunteer work that you have done for school and/or community at-large. 

_____Be sure to include the following things with each supervisor name or title, full address, phone number

_____the duties that you performed and the year(s) you worked at each place. 

_____These items should be organized in chronological order from most recent to the past.

6.  List three references. See References HO that you received in class. 

_____An adult not related to you. No friends who just turned 18 or graduated. 

_____You must always ask references if they would be willing to serve as a reference for you.

_____ Be sure to include the following things with each name of your reference, title or relationship to the person, 
full address, phone number. Using my information an example would be:

Mr. John Moran

(name of person)

Social Studies teacher
(title)

Charlotte High School
(organization)

378 State Street

(street address)

Charlotte, MI 48813
(city, state and zip code) be sure to use 2 letter code established by   http://www.usps.com/                       517-541-5600 Ext.5671   (phone number including area code)                                   

moranj@charlottenet.org (email address if available or applicable)


