RESUME INFORMATION SHEET

· If you want help doing a resume, please have this sheet completed and give it to the receptionist.

NAME (no nicknames):    Click or tap here to enter text.
MAILING ADDRESS:    Click or tap here to enter text.

E-MAIL ADDRESS:    Click or tap here to enter text.

TELEPHONE (include area code):    Click or tap here to enter text.

JOB OBJECTIVE or SUMMARY:    Click or tap here to enter text.

WORK EXPERIENCE (please list most recent job first)
# 1	Dates:   from Click or tap here to enter text. to Click or tap here to enter text.
Employer:     Click or tap here to enter text.
	Address:    Click or tap here to enter text.	
      Title or Position Held:    Click or tap here to enter text.
      Job description including duties, accomplishments and details:    Click or tap here to enter text.
	
# 2 Dates:  from Click or tap here to enter text.  to Click or tap here to enter text.
Employer:    Click or tap here to enter text.						
	Address:    Click or tap here to enter text.
	Title or Position Held:     Click or tap here to enter text.
      Job description including duties, accomplishments and details:     Click or tap here to enter text.

# 3 Dates:   from Click or tap here to enter text. to Click or tap here to enter text.
Employer:      Click or tap here to enter text.
	Address:     Click or tap here to enter text.
	Title or Position Held:    Click or tap here to enter text.
      Job description including duties, accomplishments and details:    Click or tap here to enter text.
	
#4   Use other side of this paper and follow the format if you have more.

EDUCATION (start with most recent)
#1 Name of School:    Click or tap here to enter text.
     Address:    Click or tap here to enter text.
     Dates Attended: from Click or tap here to enter text. to Click or tap here to enter.	
     Major:    Click or tap here to enter text.     Degree Received:     Click or tap here to enter
     Relevant Coursework (courses that may help you find a job):     Click or tap here to enter text.
    Other information that is relevant to your employment goals:    Click or tap here to enter text.
	
#2	Name of School:     Click or tap here to enter text.
	Address:    Click or tap here to enter text.
	Dates Attended:  from Click or tap here to enter text. to  Click or tap here to enter.	
      Major:    Click or tap here to enter text.    Degree Received:     Click or tap here to enter.
	Relevant Coursework (courses that may help you find a job): Click or tap here to enter text.
	Other information that is relevant to your employment goals: Click or tap here to enter text.

#3  Name of School:     Click or tap here to enter text.
	Address:    Click or tap here to enter text.
	Dates Attended from:   Click or tap here to enter text. to Click or tap here to enter text.
	Major:     Click or tap here to enter text.    Degree Received:     C tap here to enter text.	
      Relevant Coursework (courses that may help you find a job): Click or tap here to enter		
      Other information that is relevant to your employment goals: Click or tap here to enter.
	
#4 Use other side of this paper and follow the format if you have more.

SKILLS (list any skills that may help you in getting a job) Click or tap here to enter text.

ACCOMPLISHMENTS (awards, Dean’s List, appointments) Click or tap here to enter.
	


REFERENCES	
	Name:    Click or tap here to enter text.
	Title or Occupation:     Click or tap here to enter text.
	Address:     Click or tap here to enter text.
	Phone #:    Click or tap here to enter text.

	Name:    Click or tap here to enter text.
	Title or Occupation:    Click or tap here to enter text.
	Address:    Click or tap here to enter text.
	Phone #:    Click or tap here to enter text.

	Name:    Click or tap here to enter text.
	Title or Occupation:    Click or tap here to enter text.
	Address:    Click or tap here to enter text.
	Phone #:    Click or tap here to enter text.
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