Planning 10

Resume Content:  Data Collection Worksheet

Education:

#1

Dates attended:


Name of school/educational institution:


Bullet #1:  Elective courses:


Bullet #2:  Extracurricular:


#2

Dates attended:


Name of school/educational institution:


Bullet #1:


Bullet #2:


Work and/or Volunteer Experience (reverse chronological order – most recent FIRST):

#1
Dates:


Title of position held:


Name of Employer/Organization:


City, Province:


Bullets #1-#??:  main tasks/responsibilities (start each bullet with an action verb):


#2

Dates:


Title of position held:


Name of Employer/Organization:


City, Province:


Bullets #1-#??:  main tasks/responsibilities (start each bullet with an action verb):


#3

Dates:


Title of position held:


Name of Employer/Organization:


City, Province:


Bullets #1-#??:  main tasks/responsibilities (start each bullet with an action verb:


Awards and Achievements:

Skills:

Hobbies and Interests:

References:

#1

Name:  (Mr./Ms./Mrs.)


Title, Organization


Address, Phone Number, Email Address


#2

Name:  (Mr./Ms./Mrs.)


Title, Organization


Address, Phone Number, Email Address


#3

Name:  (Mr./Ms./Mrs.)


Title, Organization


Address, Phone Number, Email Address


Name:______________________


Day____Per____  Date:________








