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RÉSUMÉ WRITING TEMPLATE
WORKSHEET FOR CUSTOMERS WHO DO NOT HAVE A RESUME OR NEED HELP PULLING INFORMATION TOGETHER 
NAME
_______________________    ______   _______________________

Address______________________________________________


______________________________________________

Phone: (area code)  (         ) ______-___________

Email Address (professional) _______________________@________________(if you do not have one,you will need to create one)
What is my purpose for writing this résumé?

Seeking a position as a ______________________with_____________________that will utilize my skills in  _______,

___________, and__________________.

Skills that I possess that make me a great fit with this job:  Organize from most important to least essential for this job. Computer skills, People skills, Clerical skills, Office equipment, Organizational, Customer Service, Managerial, etc.
1.

2.

3.

4.

5.

Relevant coursework that relates to my professional goals in this line of work
My educational history:  List most current education and work your way backwards

Degree, Name of School, Location of school City, State,  Years of attendance or graduation year

1.

2.

3.

List of Jobs I have held for the past ten years organized by most current backwards: (use back of sheet)
Job Title(what you did), Name of Company/Organization, City, State, dates of employment

1.

2.

3.
4.

Additional relevant experience/details:  through volunteer work, professional memberships, community service, certifications or recognitions
1.

2.

3.
******************The following items should be considered when writing your résumé***********************
What are your top three personal attributes that make you the best choice for an employer looking to hire?(items that should be reflected in your résumé!)
1.

2.

3.

What are your weaknesses that would be barriers to you getting hired? (items that you do not want to stand out!)
1.

2.

3.
