
RESUME WORKSHEET 
 

CAREER OBJECTIVE (What career are you interested in?)______________ ________________________ 
______________________________________________________________________________________ 
 
 
EDUCATION & TRAINING (start with your most recent first) 
COLLEGE  
Address  ______________________________________________________________________________                

Street    City  State  Zip 

Attended  ________ to ________   Graduation Date____________   Grade Point Average (G.P.A)______ 

Degree _______________________________________________________________________________ 

Describe any honors/awards/activities/clubs/organizations you participated in during college:___________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 
 
COLLEGE  
Address  ______________________________________________________________________________                

Street    City  State  Zip 

Attended  ________ to ________   Graduation Date____________   Grade Point Average (G.P.A)______ 

Degree _______________________________________________________________________________ 

Describe any honors/awards/activities/clubs/organizations you participated in during college:___________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 
 
 
WORK EXPERIENCE 
 
EMPLOYER 

Address  ______________________________________________________________________________                
Street    City  State  Zip 

Job Title ___________________________________________  Dates Employed _________ to _________ 

Duties/Responsibilities___________________________________________________________________

______________________________________________________________________________________ 

Promotions ____________________________________________________________________________ 

Number of People Supervised or Trained (explain) _____________________________________________ 

______________________________________________________________________________________ 

Machines, Tools, Equipment Used _________________________________________________________ 

______________________________________________________________________________________ 

 



EMPLOYER 

Address  ______________________________________________________________________________              
Street    City  State  Zip 

Job Title ___________________________________________  Dates Employed _________ to _________ 

Duties/Responsibilities___________________________________________________________________

______________________________________________________________________________________ 

Promotions ____________________________________________________________________________ 

Number of People Supervised or Trained (explain) _____________________________________________ 

______________________________________________________________________________________ 

Machines, Tools, Equipment Used _________________________________________________________ 

______________________________________________________________________________________ 
 
 

VOLUNTEER EXPERIENCE 

Name of Organization ___________________________________________________________________ 
 
Address  ______________________________________________________________________________              

Street    City  State  Zip 

Your Title __________________________________________________  Dates  _________ to _________ 

Duties/Responsibilities___________________________________________________________________

______________________________________________________________________________________ 

 

MILITARY EXPERIENCE 

Service Branch ___________________________________ Entry Date ________ Discharge Date _______ 

Rank _____________________  Duties/Responsibilities ________________________________________ 

______________________________________________________________________________________ 

 

OTHER INFORMATION 

Honors, Memberships, Professional Organizations, etc. _________________________________________ 

______________________________________________________________________________________ 

 



REFERENCES 
 
List 3 to 5 individuals, not related to you, who will give you a good reference. Make sure 

you get their permission before you list them as a reference. 
 
 
Name______________________________________  Occupation ________________________________  
 
Address  ______________________________________________________________________________                
       Street    City  State  Zip 

Phone Number (s) _____________________________________________ Years Acquainted __________  
 
 
 
Name______________________________________  Occupation ________________________________  
 
Address  ______________________________________________________________________________                
       Street    City  State  Zip 

Phone Number (s) _____________________________________________ Years Acquainted __________ 
 
 
 
Name______________________________________  Occupation ________________________________  
 
Address  ______________________________________________________________________________                
       Street    City  State  Zip 

Phone Number (s) _____________________________________________ Years Acquainted __________  
 
 
 
Name______________________________________  Occupation ________________________________  
 
Address  ______________________________________________________________________________                
       Street    City  State  Zip 

Phone Number (s) _____________________________________________ Years Acquainted __________ 
 
 
 
Name______________________________________  Occupation ________________________________  
 
Address  ______________________________________________________________________________                
       Street    City  State  Zip 

Phone Number (s) _____________________________________________ Years Acquainted __________ 
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