Resume Worksheet




Name​​___________________

1.) Identifying Information: Name, Address, Phone number, Email address (if you check it often).  Placement of such information can make the initial appearance of the resume eye-catching.


2.) Objective Statement:  Goal for the job position your applying for, relate your skills to the position as much as possible.


3.) Education



a.) Relevant Courses: Can be included if it applies.


4.) Employment Experience: Be certain to list the job title before the date, then the business name, and finally the location (city, state)



a.) For duties: Be sure to use action verbs in the past tense.  You may bullet each duty.



b.) Remember to use the format for all work experiences



c.) You may include paid and non-paid work experience


5.) Activities and Honors: Be certain to list all of your activities and honors, if you have been extremely active in FFA (or another organization), you may wish to have FFA in it’s own section. Activities can include community and church activities.


6.) Specialized Skills: If you have skills that you would like to add that isn’t listed above, please do so in this section.


7.) References: You will need 3 references.  Please list 3 possible references that you might be able to use, if they agree to it.

Other notes:

· Be certain to use a font such as Arial or Times New Roman between font size 10-12.

· Do not exceed one page typed.

· The heading used on your resume should be the same heading used on the reference page.

· Your heading that includes your identifying information should be eye-catching and unique.

· Be certain to use correct grammar and verb tense.

· The format that you use needs to be used throughout the entire resume (for instance if you tab once for the first heading you need to be certain that you tab once for each heading – this will show consistency throughout the resume.
