Pre-Resume Worksheet


Name: ________________
Objective:  To obtain a position (as /in) __________________________________________




(Record a Specific Position – include worksite – or - a Career Field)
Education:
Record your OVERALL GPA ___________



School Related Awards ___________________________________________



Classes Related to the Career  1____________________  2______________







    3____________________
4______________

Internship:
Name of Work Site _______________________________________________



Mailing Address _________________________________________NE _____



Supervisor’s Name _______________________________________________


1
Verb/Work Task _________________________________________________


2
Verb/Work Task _________________________________________________


3
Verb/Work Task _________________________________________________

Work Experience (List most recent 1st and work backward)


Name of Work Site _______________________________________________



Mailing Address _________________________________________NE _____



Supervisor’s Name _______________________________________________



Employment Dates ____________________ to _________________________


1
Verb/Work Task _________________________________________________


2
Verb/Work Task _________________________________________________


3
Verb/Work Task _________________________________________________



Name of Work Site _______________________________________________



Mailing Address _________________________________________NE _____



Supervisor’s Name _______________________________________________


1
Verb/Work Task _________________________________________________


2
Verb/Work Task _________________________________________________


3
Verb/Work Task _________________________________________________

Volunteer Experiences – Dates


Extracurricular Activities - Dates

_________________________________

________________________________

_________________________________

________________________________

_________________________________

________________________________

_________________________________

________________________________

References – People NOT related to you and NOT already on your resume – over age 21
    

Ex: Teachers – Coaches – Family Friends – Co-Workers – Counselors 

First and Last Name _____________________________  
Relationship to you ____________

    Mailing Address ________________________NE_____ Telephone # (____) ____-______ 

First and Last Name _____________________________  
Relationship to you ____________

    Mailing Address ________________________NE_____ Telephone # (____) ____-______ 

First and Last Name _____________________________  
Relationship to you ____________

    Mailing Address ________________________NE_____ Telephone # (____) ____-______
