Resume Label:
Choose a name for your resume:   ____________________________
Objective:
Type in a brief, clearly worded statement of what you want to do, where you want to do it, and your skills that are relevant for the desired position. Your objective should be customized to each type of position for which you apply.

Status:

Do you want your online resume:  ___ Private   or    ___ Public
Note:  If you check public, you will be able to e-mail your resume to those you would like to receive it.  This public cannot access your information.  You must send it to a person or company.
Resume Format:
How would you like your resume formatted:  

_____
Chronological (by current/previous work experience) OR

_____
Functional (by your list of skills)
Note:  High school students will typically use the functional format to emphasize skills because work experience in the area of interest is not very developed.
Resume Style:
_____
Basic




_____
Contemporary




_____
Elegant




_____
Professional

Work Experience:
Provide information about your work experience, including full-time, part-time, summer, volunteer, and internship experiences. Describe accomplishments and specific tasks rather than “responsibilities.” Emphasize transferable skills, especially as they relate to the employer who will read your resumé. Begin phrases with “action” verbs such as organized, planned, led, advised. Omit personal pronouns and be positive and concise. 

Employer Name:         

Job Title:

Start Date:

End Date:
Description:

Employer Name:         

Employer Name:         

Job Title:

Start Date:

End Date:
Description:


Employer Name:         

Job Title:

Start Date:

End Date:
Description:

Education:
List your high school’s information. 

School/Program Name:


City, State:

Degree/Level Attained:

Start Date:

End Date:
Description:

Activities/Affiliations:
List extracurricular activities if they are relevant to work, describing them in the same style as work experience. Include examples of leadership, offices held, and program planning involvement. Include information about any memberships in professional organizations or fraternities, mentioning offices, titles, special duties, and achievements. 


Activity/Affiliation Name:

Organization:
Start Date:
End Date:
Description:


Activity/Affiliation Name:

Organization:

Start Date:

End Date:
Description:


Awards/Honors:
Describe any awards or honors you have earned


Award Name:

Awarded By:

Url:
Awarded Date:
Description:

Award Name:

Awarded By:

Url:
Awarded Date:

Description:

Skills:
If you plan to complete a functional resumé, this area is vital; it is optional for a chronological resumé. List specific skills such as Management Skills, Organizational Skills, and Leadership Abilities; then provide specific evidence indicating how you have developed and used those skills. 


Note:  Description may be omitted if skill is self-explanatory.
Skill Name: 
Description:

Skill Name:
Description:

Skill Name:
Description:

References:

· You should obtain permission from three to five former employers or faculty members to use their names as references. The people you select should be able to tell about your capabilities as an employee or about your achievements as a student. 
· Keep records of the names, titles, addresses, and phone numbers of persons you select in the final section of the Resumé Edit area. Include these references on your Master Resumé so that you can access this information easily. 
· You may not want to print your reference list on resumés you create for potential employers. 
· If you do not include information in the resumé section, the sentence “References available upon request.” will print at the bottom of your resumé. Then, if a potential employer asks for your references, you can provide those on a separate sheet of paper. 
· An easy way to create a page with your references is to create a resumé titled “References.” Do not include an objective, and select the same style as the resumé you plan to submit to an employer. Then, simply complete the “References” section at the bottom of the Resumé Edit form.

	Reference Name
	Company
	Title
	Phone
	Email

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Check Spelling!!!
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