RESUME DATA SHEET

PERSONAL INFORMATION

** Please give as much detail as possible. The fields will expand as you type. 

Name:  

Address:  

City:  

State/Zip:  

Email:  

Home Phone:  

Work Phone:  

CAREER OBJECTIVE 

Describe the type of opportunity you are seeking:

List a couple major assets you have to offer a prospective employer (why are you best for the position?):

EDUCATIONAL BACKGROUND

(Start with your highest level of education. If you have had limited or no college experience, please list your high school information. If you have recently graduated, emphasis should be on grades, activities, honors and awards, and any part-time employment you used to contribute to your educational expenses. Also list any courses or seminars, job related or otherwise, you have taken.) 

College (or high school):  

Location (city, state):  

Date attended:  
GPA: 
Grad. Year: 

Degree and Major:  

Activities, honors, achievements, courses taken comments, etc.:

WORK EXPERIENCE

(Begin with your most recent employer. List ALL employers for whom you have worked. If you have held more than one position for the same employer, list each position separately.) 

POSITION #1  

Company Name:  

Location (city,state):  

Dates Employed (month,year):  

Position/Job Title:  

Type and size of Company:  

Job Duties:  

Responsibilities:  

Achievements:

POSITION #2  

Company Name:  

Location (city,state):  

Dates Employed (month,year):  

Position/Job Title:  

Type and size of Company:  

Job Duties:  

Responsibilities:  

Achievements:

POSITION #3  

Company Name:  

Location (city, state):  

Dates Employed (month, year):  

Position/Job Title:  

Type and size of Company:  

Job Duties:  

Responsibilities:  

Achievements:

OTHER  (ACTIVITIES, HOBBIES, CLUBS, ETC)

Include any professional/group affiliations or other outside activities:

REFERENCES
(List people that can help you obtain a job, and be able to speak positively about you)

Contact 1:

Title (Mr. Mrs., Dr., etc.):

First Name and Last Name:

Job Position:

Mailing Address (include city, state, and zip code):

Phone Number:

Email:

Contact 2:

Title (Mr. Mrs., Dr., etc.):

First Name and Last Name:

Job Position:

Mailing Address (include city, state, and zip code):

Phone Number:

Email:

Contact 3:

Title (Mr. Mrs., Dr., etc.):

First Name and Last Name:

Job Position:

Mailing Address (include city, state, and zip code):

Phone Number:

Email:
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