PRE-RESUME WORKSHEET

Name

_______________________________________________

Address
________________________     _____________________     ____      ______________     



(Street)




(City)


              (State)
(Zip)

Phone #          (____) _____ - ___________________           E-mail _____________________________










     (Professional email)

Objective : To obtain a ________________ position in __________________________ .
QUALIFICATIONS (Technical skills, teamwork, what kind of worker you are)
List at least six things you already know how to do that relate to the job you are trying to get:

1.  ___________________________________________________________________________________


2.  ___________________________________________________________________________________


3.  ___________________________________________________________________________________


4.  ___________________________________________________________________________________


5.  ___________________________________________________________________________________


6.  ___________________________________________________________________________________


EDUCATION   (Include GPA only if it is 3.0 or higher) 
Mark schools you currently attend:

(
Chippewa Valley High School, Clinton Township, MI

Expected graduation, (Month/Year)
(
Dakota High School, Macomb, MI

Expected graduation, (Month/Year) 
(
Other  _________________________________________________________________________  (Could include a college if Dual Enrolled or summer/after school training or related coursework such as Career Technical Education Classes, AP/Honors Classes)
EMPLOYMENT HISTORY  (Write down the following information about your past jobs.  Start with the most recent and work backwards.)
1.  Name of company:  _____________________________  City it was located: _____________________ 

Dates of Employment (month/year to month/year) ________________ Job Title: _____________________

Job Duties: ____________________________________________________________________________
______________________________________________________________________________________

2.  Name of company:  _____________________________  City it was located: _____________________ 

Dates of Employment (month/year to month/year) _________ Job Title: ___________________________
Job Duties: ____________________________________________________________________________
______________________________________________________________________________________

3.  Name of company:  _____________________________  City it was located: _____________________ 

Dates of Employment (month/year to month/year) _________ Job Title: ___________________________
Job Duties:  ___________________________________________________________________________
ACCOMPLISHMENTS

List things you have accomplished in High School.  Include community service hours, sports teams, leadership, awards, and clubs, etc.

1.  _________________________________
2.  _________________________________

3.  _________________________________
4.  _________________________________

5. __________________________________         6. __________________________________

Sample Qualifications 

· Strong communication, leadership, management and problem solving skills

· Able to work with minimal supervision

· Detail oriented, self motivated work style, proven ability to master new skills quickly

· Motivated and willing to work hard to get the job done

· Get along well with others

· Bi-lingual: English and French

· Computer skills: Microsoft Word, Publisher, PowerPoint and Excel

· Ability to communicate effectively both verbally and non-verbally

· Personable; sensitivity shown to co-workers and clients

· Adaptable to different situations with ability to learn new skills

· Self motivated, detail-oriented with proven task prioritizing skills

· Highly developed work ethic, including exemplary attendance record

· Able to follow directions closely and complete tasks quickly
Sample Accomplishments:

· Chippewa Valley High School Band, 2010-present

· Honor Roll, 2000-present

· Microsoft Certification in PowerPoint, June 2011

· Boy Scout Eagle Status, 2010

· Cross Country Regional Event, Second Place 2009

· Saint Anthony Church Choir Member, 2003 – present

· 80 Hours of Community Service: donated blankets to homeless shelter, worked at local elementary school, designed logo for local non-profit agency, volunteered at middle school football camp, worked at Relay for Life charity event

Sample Finished Document:

Joe Student

32456 Easy Street

Macomb, MI  48045

Home Phone:  (586) 555-1212  Cell Phone: (586) 555-1324   Email: Student@hotmail.com

________________________________________________________________________

	Objective
	To obtain an entry-level position in the business field.



	Qualifications
	· Computer Skills: Microsoft Word, PowerPoint, and Excel

· Experience answering phones and forwarding calls

· Able to work under pressure and meet deadlines
· Committed to customer service

· Articulate and creative

· Working knowledge of most office equipment

· Dependable and can work with minimal supervision



	Education
	Chippewa Valley High School, Clinton Township, MI
Expected Graduation, June 2014
Chippewa Valley High School, Macomb, MI

Career and Technical Education Courses:  Keyboarding, Information Technology, Microsoft Computer Applications, and Marketing 1-3


	Experience
	Waiter Assistant 
Joe’s Crab Shack, Sterling Heights, MI                    June 2012 - Present
· Bus tables

· Assist guests and resolve customer complaints

· Train new bus people
Volunteer for Boy Scouts of America

Metro Beach Metropark, Harrison Twp, MI               Summer 2011 
· Cleaned the beaches and park grounds 

· Assisted visitors with directions to facilities 

· Trained new volunteers


	Accomplishments
	· 47 hours of Community Service: Volunteered for Relay for Life, donated blankets to the homeless, volunteered for girls basketball team, tutored elementary students.
· 3.5 grade point average

· Varsity Basketball (2011-2013)

· Junior Varsity Basketball (2010-2011)

· Member of the St. Hubert Youth Group (2006-present)

· Camp Cavell Participant, November 2011


