JOB SEARCH: EXERCISE 7
Preparing to Write a Resume

1. Fill out the information below about yourself.  This will help you think about what information you want to include in your resume.

HEADING:


Name:__________________________________________________________


Address:________________________________________________________


City, State, Zip code:______________________________________________


Phone number: ___________________________________________________


E-mail address:___________________________________________________



SKILLS:

· Bilingual in _________and _____________.

· Work well independently.

· Work well in a team.

· _______ years of customer service.

· Possess a positive attitude and strong work ethic.

· Computer literate.

· Able to type  ______Words per Minute.

· Able to use Microsoft Office programs.

· Hardworking

· Ambitious

· Willing to learn

· Quick learner.

· Able to multi-task. (take care of more than one task at a time).

· Over __________ years of experience in _____________________.

· Adapt well to change.

· Communicate effectively in person and on the telephone.

· Detail-oriented

· Organized.

· Able to manage my time effectively.

Write at least 3 more:

1.___________________________________________________________

2.___________________________________________________________

3.___________________________________________________________

WORK HISTORY:


Present job or last job:




Job title:______________________________________________




Company Name:_______________________________________




City, State:____________________________________________




When did you start working there?__________________________




When did you stop working there?__________________________




What did you do there?




1.____________________________________________________




2.____________________________________________________




3.____________________________________________________




4.____________________________________________________


Another Job




Job title:______________________________________________




Company Name:_______________________________________




City, State:____________________________________________




When did you start working there?__________________________




When did you stop working there?__________________________




What did you do there?




1.____________________________________________________




2.____________________________________________________




3.____________________________________________________




4.____________________________________________________

Another Job




Job title:______________________________________________




Company Name:_______________________________________




City, State:____________________________________________




When did you start working there?__________________________




When did you stop working there?__________________________




What did you do there?




1.____________________________________________________




2.____________________________________________________




3.____________________________________________________




4.____________________________________________________

Another Job




Job title:______________________________________________




Company Name:_______________________________________




City, State:____________________________________________




When did you start working there?__________________________




When did you stop working there?__________________________




What did you do there?




1.____________________________________________________




2.____________________________________________________




3.____________________________________________________




4.____________________________________________________

*If you have volunteered somewhere and used your skills there, you can include it like a job.
EDUCATION:


High School:



Did you go to high school?_____________________________________________



Name of your high school?_____________________________________________



City, State, Country:__________________________________________________



When did you graduate? Or How many years did you attend?___________________
GED:



Where did you get your GED?__________________________________________



When did you get it?__________________________________________________


College:



Did you go to college?_____________________________________________



Name of your college?_____________________________________________



City, State, Country:__________________________________________________



When did you graduate?_______________________________________________



 Or How many years did you attend?_____________________________________


What other classes have you taken?



School Name:________________________________________________________



Start and End dates:___________________________________________________



Name of Class:_______________________________________________________


School Name:________________________________________________________



Start and End dates:___________________________________________________


Name of Class:_______________________________________________________

School Name:________________________________________________________



Start and End dates:___________________________________________________



Name of Class:_______________________________________________________






