	Quickie Résumé Worksheet (don’t use this heading in your résumé… duh)



Fill out the blanks below, revise them, edit them, and then transfer them into a WORD document.
If you need examples and samples of what lines/content can look like in the following sections, go to www.schmegley.weebly.com and download the longer Résumé Worksheet.
	Your Name B.A.  ( add credential abbreviation if you have a degree or diploma beyond high school)


			
Address 		______________________________________________________________________________
			(number and street)		(city)		(province)	          	(postal code)
Telephone		______________________________________________________________________________
			(area code and home #)		(area code and cell #)		(email – professional please)

Social Media		 __________________	__________________	__________________	________________
Twitter			LinkedIn			Instagram		Facebook

	Job Objective  (use this heading in your résumé)


(include the job title and the organization, offer your skills, and state a career goal)
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________

_________________________________________________________________________________________________


	Highlights of Qualifications (use this heading in your résumé)


(these are quick-hitter summary statements that summarize you  and create  interest in you… use bullets… use at least 4-5 in your final résumé) 

· _____________________________________________________________________________________________
(number of years’ experience at a job,  volunteer organization or with a specialized experience such as music or a technical trade)

· _____________________________________________________________________________________________
(training or education related to the job needs)

· _____________________________________________________________________________________________
(key strengths, skills, accomplishments or specialized knowledge related to job needs)

· ______________________________________________________________________________________________
(key strengths, skills, accomplishments or specialized knowledge related to job needs)

· ______________________________________________________________________________________________
(three personal attributes that describe your personal work style or attitude that every employer wants to see)

· ______________________________________________________________________________________________
(special commendation, achievement or ability that shows commitment or dedication that can be connected to the job objective)
	Relevant Skills and Experiences (use this heading in your résumé)


(choose 2 skills – what skills does the job need you to have?  Find two experiences per skill that you identify)Skill Heading #1: _________________________________________________________________________________________________

Year(s): __________Place (Employer/School/Volunteer: _____________________Role/Position: ________________
What did you do?  Start each bullet with a great verb (such as organized, created, prepared, initiated, supervised)
· VERB

· VERB

· VERB

Year(s): __________Place (Employer/School/Volunteer: _____________________Role/Position: _______________

What did you do?  Start each bullet with a great verb (such as organized, created, prepared, initiated, supervised)
· VERB

· VERB

· VERB


















Skill Heading #2: _________________________________________________________________________________________________

Year(s): __________Place (Employer/School/Volunteer: _____________________Role/Position: ________________
What did you do?  Start each bullet with a great verb (such as organized, created, prepared, initiated, supervised)
· VERB

· VERB

· VERB

Year(s): __________Place (Employer/School/Volunteer: _____________________Role/Position: _______________

What did you do?  Start each bullet with a great verb (such as organized, created, prepared, initiated, supervised)
· VERB

· VERB

· VERB


















	Work History (list most recent first)


(using “Work History” allows you to include volunteer & paid work experiences in the same section, especially if you lack employment experiences)
____________________________ 	______________________________________ 	_______________________	 (Year – Year)				(Company/Organization)				 (Job Title)		

____________________________ 	______________________________________ 	_______________________	 (Year – Year)				(Company/Organization)				 (Job Title)				      
____________________________ 	______________________________________ 	_______________________	 (Year – Year)				(Company/Organization)				 (Job Title)			 

____________________________ 	______________________________________ 	_______________________	 (Year – Year)				(Company/Organization)				 (Job Title)		

____________________________ 	______________________________________ 	_______________________	 (Year – Year)				(Company/Organization)				 (Job Title)		

____________________________ 	______________________________________ 	_______________________	 (Year – Year)				(Company/Organization)				 (Job Title)		

	Education and Training (list most recent first)


(include school diplomas/degrees and any training in which you earned a credential of some kind or specialized knowledge)

_______________________		 ______________________________________  ________________________	      
(Year – Year)				(School /Organization)				(Credential/Certificate earned)			      
_______________________		 ______________________________________  ________________________	      
(Year – Year)				(School /Organization)				(Credential/Certificate earned)	

_______________________		 ______________________________________  ________________________	      
(Year – Year)				(School /Organization)				(Credential/Certificate earned)	

_______________________		 ______________________________________  ________________________	      
(Year – Year)				(School /Organization)				(Credential/Certificate earned)	

_______________________		 ______________________________________  ________________________	      
(Year – Year)				(School /Organization)				(Credential/Certificate earned)	

	Interests 


(these need to show that you show interest in different things, that you have the potential to be a team player, that you are passionate about life, that you have a stick-to-it-ness, that you enjoy interacting with others – they could stimulate a discussion in the interview)
_____________________________	______________________________________   	      _______________________
(Activity)					(Activity)					       	      (Activity)

_____________________________	______________________________________   	      _______________________
(Activity)					(Activity)			       			       (Activity)

	References (you should include 3 people who will vouch for your skills on a separate page)



See Attached Reference Page (use this sentence directly on your résumé – avoid using “Available Upon Request”)

Brainstorm experiences... before you connect your DOTS
	DOTS (experiences)
	Skills Demonstrated 
(leadership, customer service, teamwork, computer, organization, communication, technical, child care, welding, mechanical, general labour, landscape, etc.)
	Attributes Demonstrated (hard-working, loyal, determined, kind, courteous, punctual, attender, finisher of tasks, initiative, quick learner, coachable, etc.).

	 School Club Extracurricular/Sports
 
	 
	 

	School Club Extracurricular/Sports

	
	

	 Community Club/Church
 
	 
	 

	 Paid Job
 
	 
	 

	 Volunteer Work
 
	 
	 

	Volunteer Work

	
	

	 School Projects – Academic or Club
 
	 
	 

	 Family
 
	 
	 

	 Friends
 
	 
	

	World Experiences

	
	



DOTS come from anywhere in your life. To be useful on a résumé, your DOTS or EXPERIENCES should demonstrate skills, personal growth, and virtuous beliefs.
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