[bookmark: _GoBack] Master Resume Worksheet
Name: _____________________________________
Street Address: ______________________________ City: ________________ State: ____ Zip: ________
E-Mail Address: ______________________________@______________._______
Home Phone Number: (_____) ____________                           Cell Phone Number: (_____) ____________
Education
High School: __________________________________________________________________________
City: _________________________________ Grade: ______ Expected Graduation Date: _____/______
Work Experience
1. Position title:  ______________________________________________________________________
Organization name:  ____________________________________________________________________
Dates worked (month & year only)      From: _______________________ To: _______________________
Name of supervisor(s): _________________________________________ Phone: (_____) ____________
Duties and responsibilities:  ______________________________________________________________
_____________________________________________________________________________________
2. Position title: ______________________________________________________________________
Organization name: ____________________________________________________________________
Dates worked (month & year only)      From: _______________________ To: _______________________
Name of supervisor(s): _________________________________________ Phone: (_____) ____________
Duties and responsibilities: _____________________________________________________________________________________
Volunteer Positions
1. Position title: ________________________________________________________________________
Organization name: ____________________________________________________________________
Dates volunteered (month & year only)      From: _____________________ To: _____________________
Duties and responsibilities: _______________________________________________________________
_____________________________________________________________________________________
2. Position title: ________________________________________________________________________
Organization name: ____________________________________________________________________
Dates volunteered (month & year only)    From: _____________________ To: _____________________
Duties and responsibilities: ______________________________________________________________
_____________________________________________________________________________________
Skills
List skills you have that might be useful in the workplace. Examples: Languages spoken, training as a photographer or videographer, experience with Microsoft Word/Excel/Outlook.
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Achievements and Certifications
List school or other extracurricular achievements such as awards and certificates, with year awarded. Examples: honor roll, First Aid or CPR certification, nursing assistant certification.
__________________________________________________________________________________________________________________________________________________________________________
_____________________________________________________________________________________
Interests and Activities
List memberships in extracurricular or in clubs, community groups, and religious organizations. Include title if you had one (e.g. Vice-President, Treasurer).
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Professional and Personal References
List references on a separate page, not on your resume.  Do not list family members.  Be sure to get permission from any reference before using their name!  

1.	Name (First and Last): _______________________________ Phone: (_____) ___________________
	Address: _______________________________________________ City: ___________ State: ______
	Position/relationship: ________________________________________________________________
2.	Name (First and Last): _____________________________________ Phone: (_____) _____________
	Address: _______________________________________________ City: ___________ State: ______
Position/relationship: _______________________________________________________________
