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Resume Worksheet Guide

PLEASE BE SPECIFIC ON YOUR WORKSHEETS, THE MORE INFORMATION YOU GIVE US, THE BETTER RESUME WE CAN MAKE FOR YOU.  THANK YOU!

Objective: Your objective should be specific as to what type of job you are looking for, and are qualified for.  We use the 3 words that describe yourself (on the first page of the worksheet) in your objective.  For example, if you are applying for a construction or industrial worker position and the 3 words to describe you are intelligent, dependable, and responsible, your objective would look like:  A Construction or Industrial Worker position for an employer seeking an intelligent, dependable, and responsible individual.  

Skills: Please be specific in the work experience section of the resume worksheet about the skills you have performed and are capable of doing.  (Even if you have only done them one time)  

Education: If there are any abbreviations for your schooling, please write them out completely.  For example, if you had C.B.I education, do not just write C.B.I.  You need to write out Career Based Intervention.

Example: Your resume should look similar to this, provided we get all the necessary information.

ROSIE RESUME

1234 EMPLOYMENT STREET
HOME:  (419) 555-2274

MONEY, OHIO  90210
MESSAGE:  (419) 555-3247

OBJECTIVE:
Construction or Industrial Worker position for an employer seeking an intelligent, dependable, and responsible individual who learns new skills quickly.

SUMMARY OF QUALIFICATIONS:
· Construction Skills:  Experienced in all phases of construction.  Ability to roof, frame, and side buildings.  Capable of hanging windows and doors.  Adept at stringing electrical wiring, installing plumbing, and hanging drywall.  Ability to lay and finish concrete for garages, basements, porches, driveways, and sidewalks.  Experienced operating trowels, bow floats, wheelbarrows, sledgehammers, chainsaws, and hydraulic log splitters.


· Industrial Skills:  Possess knowledge of manufacturing processes and procedures.  Ability to set up, operate, and maintain industrial machinery and equipment for manufacturing and fabrication.  Capable of handling assembly, inspection, and packaging responsibilities.  Ability to operate forklifts, drill presses, band saws, hand grinders, torches, and precision measuring devices.  Experienced welder.


· Human Relations Skills:  Ability to associate and interact with supervisors, co-workers, and general public.  Skilled at functioning on individual assignments and group projects.

EDUCATION:

Penta County Career Center, Perrysburg, Ohio.
Obtained General Education Development (GED).

Bowling Green High School, Bowling Green, Ohio.
Studied academic courses.

EMPLOYMENT EXPERIENCE:

Construction Worker, CKS Home Improvement, Findlay, Ohio.

Concrete Finisher, Tomz Construction, Jerry City, Ohio.

Welder Fabricator, Standard Metal, Melanta, Ohio.

Industrial Worker, Capital Plastics of Ohio, Bowling Green, Ohio.

ADDITIONAL QUALIFICATIONS:

· Strong, not afraid of heavy, dirty work

· Take pride in a job well done

· Considered a fast learner of new skills

RESUME WORKSHEET
Name: 

Street: 

City: 

State: 

Zip: 

Home Phone: _______________________         Message Phone: ______________________

E-Mail Address: 

OBJECTIVE:

List ONE or TWO jobs that you would like to do AND that you CAN DO:

1.  _________________________________________________________________________________

2.  _________________________________________________________________________________

STOCK CLERK position for an employer seeking a detail oriented, dependable, and hard working individual who learns new skills quickly.

HOME REPAIR WORKER or CONSTRUCTION WORKER for a company looking for an experienced employee who believes in delivering 100% effort and quality workmanship.

SALES ASSOCIATE where friendly, efficient service to customers is essential to maintain company image while increasing sales.

ASSEMBLY WORKER or MACHINE OPERATOR position for an individual with strong ability to get the job done quickly, accurately, and steadily.  Learn fast what I don’t already know.

TRUCK DRIVER for a company seeking a safe, efficient individual who is able to increase customer satisfaction through outstanding service to both shippers and receivers.

SECRETARY or CLERICAL POSITION where there is need for a dependable individual who can keep operations under firm control – and where a pleasant manner in dealing with people and strong office skills would be assets.
SELECTED SKILLS:
Please list all the skills you possess that are related to the positions listed.  Examples:  Ability to operate industrial machinery, assemble parts and components, and inspect products.  Capable of safely operating forklift vehicles, move materials, and maintain inventories.  Trained to efficiently operate microcomputers.  Possess working knowledge of word processing and data processing techniques.

EDUCATION:  * IMPORTANT:  FILL OUT COMPLETELY!
High School: 

City: 

State: 

Graduated:    Yes  FORMCHECKBOX 
          No  FORMCHECKBOX 
          G.E.D.  FORMCHECKBOX 

Years Attended: 


===============================================================================
* If checked G.E.D., please list where attained.
Location: 

City: 

State: 

Years Attended: 


===============================================================================
Courses included for high school and/or G.E.D.

===============================================================================
College/Other Educational Programs: 

City: 

State: 

Courses included: 

Graduated:  Yes  FORMCHECKBOX 
          No  FORMCHECKBOX 

Years Attended: 


===============================================================================
College/Other Educational Programs: 

City: 

State: 

Courses included: 

Graduated:  Yes  FORMCHECKBOX 
          No  FORMCHECKBOX 

Years Attended: 


===============================================================================
College/Other Educational Programs: 

City: 

State: 

Courses included: 

Graduated:  Yes  FORMCHECKBOX 
          No  FORMCHECKBOX 

Years Attended: 


===============================================================================
WORK EXPERIENCE:
* IMPORTANT:  FILL OUT COMPLETELY!  

  MOST RECENT FIRST
Position Title: 

Company: 

City: ____________________________________________     State: 

Skills/Work Performed  (Please be SPECIFIC and DETAILED): 

Dates of employment (month and year)    From: __________________   To: 

===============================================================================
Position Title: 

Company: 

City: ____________________________________________     State: 

Skills/Work Performed  (Please be SPECIFIC and DETAILED): 

Dates of employment (month and year)    From: __________________   To: 

===============================================================================
Position Title: 

Company: 

City: ____________________________________________     State: 

Skills/Work Performed  (Please be SPECIFIC and DETAILED): 

Dates of employment (month and year)    From: __________________   To: 

===============================================================================
Position Title: 

Company: 

City: ____________________________________________     State: 

Skills/Work Performed  (Please be SPECIFIC and DETAILED): 

Dates of employment (month and year)    From: __________________   To: 

===============================================================================
Position Title: 

Company: 

City: ____________________________________________     State: 

Skills/Work Performed  (Please be SPECIFIC and DETAILED): 

Dates of employment (month and year)    From: __________________   To: 

===============================================================================
Position Title: 

Company: 

City: ____________________________________________     State: 

Skills/Work Performed  (Please be SPECIFIC and DETAILED): 

Dates of employment (month and year)    From: __________________   To: 

===============================================================================
CLUBS AND ORGANIZATIONS:

Please list any clubs or organizations that you belong to that are relevant to your employment objectives.
OTHER SKILLS:
Choose three or four statements or make up three of your own that you believe you possess and know an employer would want in a new employee.  Make sure you are able to back up these statements in the interview.


Examples:
 FORMCHECKBOX 

Strong, not afraid of heavy, dirty work.

 FORMCHECKBOX 

Considered a careful, steady worker.

 FORMCHECKBOX 

Always take pride in a job well done.

 FORMCHECKBOX 

Work well as part of a team.

 FORMCHECKBOX 

Gain greatest pleasure from real accomplishments on the job.

 FORMCHECKBOX 

Considered a fast learner of new skills.

 FORMCHECKBOX 

Always look for ways to work smarter and more efficiently.

 FORMCHECKBOX 

Capable of thoroughly thinking things through to solve problems.

 FORMCHECKBOX 

Always take a personal interest in my work.

 FORMCHECKBOX 

Hope to continue my education through part-time studies as work permits.

 FORMCHECKBOX 

Like to be assigned challenging jobs where I can take pride in the results of my work.

 FORMCHECKBOX 

Invest intensity and motivation in whatever project I undertake.

 FORMCHECKBOX 

Strong ability to motivate individuals to perform at the peak of their abilities.

 FORMCHECKBOX 

Take the initiative to ensure that everything required to do the job gets done – and then some.

 FORMCHECKBOX 

Strongly believe in eight hours work for eight hours pay.

 FORMCHECKBOX 

Capable of completing work assignments without constant supervision.


PERSONAL CHARACTER TRAITS


THAT EMPLOYERS VALUE





Employers want people who are:





Dependable	Mature


Punctual	Sincere


Able to solve problems	Honest


Able to follow directions	Healthy


Quick to learn	Persistent


Detail oriented	Cooperative


Hard working	Good listener


Able to work with others	Thorough


Tolerant of others	Considerate


Responsible	Tactful


Enthusiastic	Intelligent


Interested in advancement	Good natured


Neat in work habits	Outgoing


Determined	Creative


Willing to learn	Courteous


Have a positive attitude	Trustworthy


Good communicator	Motivated


Willing to take responsibility	Patient


Neat and well groomed	Helpful


Eager to advance in the job	Friendly


Proud of their work	Self-confident


Eager to work	








