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RÉSUMÉ & APPLICATION WORKSHEET
Although there are many different résumés for many different situations, this worksheet provides a starting point for creating this important document. Make sure the information is thorough and complete; updating it when you make a job change or annually to be certain your experience is reflected properly and truthfully. While not all of this information will be featured on the résumé, the asterisk (*) notifies you what should be reserved only for the job application. 
The SCF Career Resource Center staff would be happy to look over your rough draft to provide tips, books and other resources to make your résumé stick out from the competition. Give us a call or visit!
Career Resource Center, Bradenton Campus

Career Resource Center, Venice Campus

Student Services Center, Bldg. 1, Rm. 207

Student Services Center, Bldg. 100, Rm. 170
941-752-5325                 TTY 941-751-8179

941-408-1436                     TTY 941-480-3420

Name: ____________________________________________ Date:_________________________________

I.
Personal Information

Mailing Address: _________________________________________________________________________

City: ___________________________________________ State: __________________ Zip: ____________
Cell Phone: (______) _______________________  Home Phone: (______) __________________________ 
Professional E-Mail: ______________________________________________________________________

II. Objective

Include any or all of the following: your career interests, your strengths, position desired. Length should be 1-2 lines. (Later: customize for each employer.)________________________________________________

______________________________________________________________________________________

III.
Education

Current College or University:_______________________________________________________________

Location/ City: ____________________________________________________ State: _________________
Degree (ex. A.A., A.A.S. A.S.): _____________________________________________________________
Major(s): _____________________________________ Minor(s): _________________________________

Relevant coursework:    _______________________________        _________________________________

                                       _______________________________        _________________________________
                                       _______________________________       _________________________________
Scholarships (non-financial need scholarships including why you were recognized): ___________________ ______________________________________________________________________________________________________________________________________________________________________________

_______________________________________________________________________________________
Awards (academic, athletic, social, civic awards):  ______________________________________________ ______________________________________________________________________________________________________________________________________________________________________________
Expected graduation: _________________ Major GPA: ________________ Overall GPA: ______________
High School: ____________________________________________________________________________

Location: _______________________________________________________ State: __________________
Clubs/Organizations: ______________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________
Awards (academic, athletic, social, civic awards): _______________________________________________ ______________________________________________________________________________________________________________________________________________________________________________
Overall GPA (if 3.0 or greater): __________
TIP: Do not include High School graduation date!
Other schools attended, training or certifications received, licenses obtained: _______________________________________________________________________________________
_______________________________________________________________________________________
IV. Experience Information Consider all experience—paid, unpaid, volunteer, internship, community services & clubs and list in reverse chronological order starting with the most recent working backwards.  There is space for four positions.  If you have additional experience, please create a new section(s).   
#1. Organization name: ____________________________________________________________________

*Address: _______________________________________________________________________________
City: ______________________________________________ State: _______________________________

*Phone: ________________________________________________________________________________

Position title: ____________________________________________________________________________

*Name of supervisor(s): ___________________________________________________________________

Dates employed (months & years only)   From: _____________________ To: ________________________

*Starting Salary: _____________________________ *Ending Salary: ______________________________

*Reason for Leaving: _____________________________________________________________________

Duties and responsibilities: _________________________________________________________________

_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
Personal qualities you found important and used successfully in this position. Examples include dependable, friendly, conscientious, persistent, attentive, persuasive, etc. 
_______________________________________________________________________________________
_______________________________________________________________________________________
Specific performance accomplishments or contributions you made to this job: 

TIP: What made you different than other employees with the same job? Essential piece of the résumé!

_______________________________________________________________________________________
_______________________________________________________________________________________
Special job specific skills or knowledge required for the position:
______________________________________________________________________________________________________________________________________________________________________________
Combine the duties, qualities, accomplishments, and skills and write bullet points to include on your résumé.
TIP: These are not complete sentences. It is important to use descriptive nouns and important keywords related to the field. Begin each bullet statement with an action verb!
(______________________________________________________________________________________(______________________________________________________________________________________(______________________________________________________________________________________(______________________________________________________________________________________
#2. Organization name: ____________________________________________________________________

*Address: _______________________________________________________________________________
City: ______________________________________________ State: _______________________________

*Phone: ________________________________________________________________________________

Position title: ____________________________________________________________________________

*Name of supervisor(s): ___________________________________________________________________

Dates employed (months & years only)   From: _____________________ To: ________________________

*Starting Salary: _____________________________ *Ending Salary: ______________________________

*Reason for Leaving: _____________________________________________________________________

Duties and responsibilities: _________________________________________________________________

_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
Personal qualities you found important and used successfully in this position. Examples include dependable, friendly, conscientious, persistent, attentive, persuasive, etc. 
_______________________________________________________________________________________
_______________________________________________________________________________________
Specific performance accomplishments or contributions you made to this job: 

TIP: What made you different than other employees with the same job? Essential piece of the résumé!

_______________________________________________________________________________________
_______________________________________________________________________________________
Special job specific skills or knowledge required for the position:
______________________________________________________________________________________________________________________________________________________________________________
Combine the duties, qualities, accomplishments, and skills and write bullet points to include on your résumé.

TIP: These are not complete sentences. It is important to use descriptive nouns and important keywords related to the field. Begin each bullet statement with an action verb!
(______________________________________________________________________________________(______________________________________________________________________________________(______________________________________________________________________________________(______________________________________________________________________________________
#3. Organization name: ____________________________________________________________________

*Address: _______________________________________________________________________________
City: ______________________________________________ State: _______________________________

*Phone: ________________________________________________________________________________

Position title: ____________________________________________________________________________

*Name of supervisor(s): ___________________________________________________________________

Dates employed (months & years only)   From: _____________________ To: ________________________

*Starting Salary: _____________________________ *Ending Salary: ______________________________

*Reason for Leaving: _____________________________________________________________________

Duties and responsibilities: _________________________________________________________________

_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
Personal qualities you found important and used successfully in this position. Examples include dependable, friendly, conscientious, persistent, attentive, persuasive, etc. 
_______________________________________________________________________________________
_______________________________________________________________________________________
Specific performance accomplishments or contributions you made to this job: 

TIP: What made you different than other employees with the same job? Essential piece of the résumé!

_______________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________
Special job specific skills or knowledge required for the position:
______________________________________________________________________________________________________________________________________________________________________________
Combine the duties, qualities, accomplishments, and skills and write bullet points to include on your résumé.

TIP: These are not complete sentences. It is important to use descriptive nouns and important keywords related to the field. Begin each bullet statement with an action verb!
(______________________________________________________________________________________(______________________________________________________________________________________(______________________________________________________________________________________(______________________________________________________________________________________
#4. Organization name: ____________________________________________________________________

*Address: _______________________________________________________________________________
City: ______________________________________________ State: _______________________________

*Phone: ________________________________________________________________________________

Position title: ____________________________________________________________________________

*Name of supervisor(s): ___________________________________________________________________

Dates employed (months & years only)   From: _____________________ To: ________________________

*Starting Salary: _____________________________ *Ending Salary: ______________________________

*Reason for Leaving: _____________________________________________________________________

Duties and responsibilities: _________________________________________________________________

_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
Personal qualities you found important and used successfully in this position. Examples include dependable, friendly, conscientious, persistent, attentive, persuasive, etc. 
_______________________________________________________________________________________
_______________________________________________________________________________________
Specific performance accomplishments or contributions you made to this job: 

TIP: What made you different than other employees with the same job? Essential piece of the résumé!

_______________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________
Special job specific skills or knowledge required for the position:
______________________________________________________________________________________________________________________________________________________________________________
Combine the duties, qualities, accomplishments, and skills and write bullet points to include on your résumé.

TIP: These are not complete sentences. It is important to use descriptive nouns and important keywords related to the field. Begin each bullet statement with an action verb!
(______________________________________________________________________________________(______________________________________________________________________________________(______________________________________________________________________________________(______________________________________________________________________________________
V. Special Competencies
Special talents, skills, training, languages, licenses (bilingual, computer skills, special licenses), etc: ______________________________________________________________________________________________________________________________________________________________________________
VI. Memberships, Awards, Activities and Interests:

1.
Memberships in professional associations, community groups, and volunteer organizations.  Include name of the association, offices held and the dates.  Add any significant activities that contributed to your leadership: 

TIP: If you are not involved in professional associations, do some research in your field! 
Many offer student discounts!

____________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________
2.
Creative professional activities (class projects, presentations, articles):

________________________________________________________________________________________________________________________________________________________________________
