Résumé Information Builder


Personal Information:
· Name 
· Address

· Telephone

· Email address
Career Objective:

· What is your ideal job or industry to work in? For now, list several fields you may be interested in working in OR the field you are currently working in.
College Objective
· What college do you want to attend? What major are you interested in? If you don’t know for sure yet, that’s ok. Just make a list of possibilities.

Education

· List the high school(s) you attended. Include any certificates or qualifications earned. If you are expecting to graduate soon, note that. Also note any distinctions (graduating with honors or highest honors).
· Name of School (high school or college only):

· Type of diploma (college preparatory or vocational)

· Anticipated graduation date (month and year):

· Relevant Courses (courses relevant to the jobs you may apply for):

Skills:

· Include software applications, foreign languages, professional skills (10-key calculator, typing, etc.), vocational equipment operation, or medical training.

Internships, Awards, Scholarships, Leadership seminars, Extra-Curricular Activities, and Volunteer Experience:

Employment History:

List start and end dates, job title, employer name, duties performed and accomplishments. (Accomplishments relate to any improvement you made in the working efficiency of the company or any new system initiated or any recognized promotion.)  If you have never worked before, then just list child care jobs (babysitting), lawn mowing, or any other ‘work’ you have performed.
· Start Date - End Date (month, year):

· Employer Name (company, address, telephone #):

· Your job title:

· Duties/responsibilities:

· Accomplishments/awards:

