Name: ___________________	   Economic Skills			Date:  ____________

Unit 1 – Becoming Financially Self-Sufficient
Resume Worksheet

Fill out the worksheet form below with the information you would need to complete a resume. Note that you are creating this resume as though you have completed your post-secondary education and training and are applying for your first job in your career area.

Your Name:	__________________________________________________________

Street Address:	__________________________________________________________

City:	_____________________________ 	State:	______________ 	ZIP:	________

Home (or Cell) Phone:	_________________________	Email Address:	__________________________

Career Objective
Focus on the kind of position you want: “Seeking a full-time position as an Administrative Assistant.”

Seeking a position as a _________________________________________________________________.

Focus on your skills/abilities: “Seeking a position that will utilize my communication, data-entry skills, and my strong work ethic.”

Seeking a position that will utilize my ______________________________________________________

____________________________________________________________________________________ .

Education
You usually omit your high school information once you finish your post-secondary education because it is assumed you completed high school or obtained your GED.

Name of post-secondary institution: ________________________________________________

City and State of school: _________________________________________________________

Program of Study/Major/Minor: ___________________________________ 

Graduation Date: ___________________________________ 

Work Experience
Name and city/state of company:______________________________________________

Job Title:________________________________________________________________

Date From: (Mo/YR)________________ Date To: (Mo/YR):____________________

Description of responsibilities and accomplishments (Write your experiences in bullet statements):

Example: Responsible for sorting 1,000 small packages each hour of operation. 

• ________________________________________________________________________

• ________________________________________________________________________

Repeat this step as necessary to include all relevant work experience.
[bookmark: _GoBack]Name and city/state of company:______________________________________________

Job Title:________________________________________________________________

Date From: (Mo/YR)________________ Date To: (Mo/YR):____________________

Description of responsibilities and accomplishments (Write your experiences in bullet statements):

• ________________________________________________________________________

• ________________________________________________________________________


Name and city/state of company:______________________________________________

Job Title:________________________________________________________________

Date From: (Mo/YR)________________ Date To: (Mo/YR):____________________

Description of responsibilities and accomplishments (Write your experiences in bullet statements):

• ________________________________________________________________________

• ________________________________________________________________________


References
You should have two or three people who have observed your work habits (employers, teachers, coaches, etc.) and are willing to discuss them with a potential employer. These people should also be willing to speak about your character. Be sure that you only ask people to be a reference for you if they will speak well of you, and make sure you have asked their permission to include them as references.

Name:	______________________________	Job Title:	______________________________

Company: ______________________________	Phone:	______________________________


Name:	______________________________	Job Title:	______________________________

Company: ______________________________	Phone:	______________________________


Name:	______________________________	Job Title:	______________________________

Company: ______________________________	Phone:	______________________________

Activities
List full name of organization, include dates, and include offices/positions you held (if applicable).

Example: Norton’s Suburban Hospital, Volunteer, Summer 2003 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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