Name:  ____________________________________
Date:  _______________


Resume Worksheet
1. What are some action verbs you can use in your resume?

a. __________________________________

b. __________________________________

c. __________________________________

d. __________________________________

e. __________________________________

f. __________________________________

g. __________________________________

2. Out of the 16 skills employers want …. what do you possess?

a. __________________________________

b. __________________________________

c. __________________________________

d. __________________________________

e. __________________________________

f. __________________________________

g. __________________________________

3. Looking at the winners of the resume contest, what stands out in each resume?

Resume 1:  ________________________________________________________
_________________________________________________________________

Resume 2:  ________________________________________________________
_________________________________________________________________

Resume 3:  ________________________________________________________

_________________________________________________________________

Resume 4:  ________________________________________________________

_________________________________________________________________

4. What experience do you have …. Volunteer and/or Work Experience?
Using the action words and skills that you have previously listed … complete the following for at least two.

Employer #1:  ______________________________________________________
Duties:   1.   _________________________  
2.   _________________________  


3.   _________________________  
4.   _________________________


   5.   _________________________  
6.   _________________________  


7.   _________________________  
8.   _________________________  

Employer #2:  ______________________________________________________
Duties:   1.   _________________________  
2.   _________________________  


3.   _________________________  
4.   _________________________


   5.   _________________________  
6.   _________________________  


7.   _________________________  
8.   _________________________  

