Chronological Resume Worksheet
Permanent Address:  


Name__________________________________________________


Address ________________________________________________


City ________________________ State _________Zip __________


Phone (Daytime) - (      ) - __ __ __ -  __ __ __ __


           (Evening) - (      ) - __ __ __ -  __ __ __ __

Temporary Address:  

Name__________________________________________________


Address________________________________________________


City________________________  State _________Zip__________


Phone (Daytime) - (     ) - __ __ __ -  __ __ __ __


           (Evening) - (     ) - __ __ __ -  __ __ __ __
*Nicknames are not recommended in the resume.  It is permissible to leave a phone number where a message can be left, if you don’t have your own phone.

Career Objective:  This section tells the employer what position you are seeking within the organization.  The statement needs to be as specific as possible.  (Example: “Desire a software support position for a computer or software retailer.”)
___________________________________________________________

___________________________________________________________

___________________________________________________________

Work /Relevant Experience:  This section is used to communicate to the employer your unique qualifications for the position.


Position Title (Example: Supervisor)

Organization/Company Name (Example: ABC Computer Center)

City(Example: Marion ), State (Iowa)

Employment Dates (Month/Year), From (June, 2000) To(Present)

Work Description (List specific skills, qualifications, and 
accomplishments. List most recent experience first, using bullet 
format vs. paragraph.)

· (Example: Recruited, trained and supervised 15 full-time staff.)___ 
· _____________________________________________________

· _____________________________________________________

Position Title_____________________________________________

Organization/Company Name  _______________________________


City________________________  State_______________________


Employment Dates (Month/Year)  From__________ To___________


Work Description:

· _____________________________________________________

· _____________________________________________________

· _____________________________________________________

· _____________________________________________________


Position Title_____________________________________________

Organization/Company Name  _______________________________


City _______________________  State _______________________


Employment Dates (Month/Year)  From__________ To___________


Work Description:

· _____________________________________________________

· _____________________________________________________

· _____________________________________________________

· _____________________________________________________

Education:  List your most recent educational degree first.


Educational Institution _____________________________________


City _______________________  State _______________________


Date Attended From ____________  To ___________  (Month/Year)


Major(s):   ______________________________________________


Minor(s):   ______________________________________________


Degree(s)/Certificate(s) ____________________________________


GPA: ______/_______ (Example: 3.55/4.00 GPA)(Optional)

Educational Institution _____________________________________


City _______________________  State _______________________


Date Attended From ____________ To ____________ (Month/Year)


Major(s) ________________________________________________


Minor(s) ________________________________________________


Degree(s) _______________________________________________


GPA: ______/_______ (Example: 3.55/4.00 GPA)(Optional)


High School/GED  ________________________________________


City _______________________  State _______________________


Year Graduated  _______(Optional to list, especially if you have been 


out of High School longer than three years.)

College/High School-Related Activities:  Includes honors received in college and high school. Memberships in organizations, clubs, tutorial experience, and leadership activities. (List activities with “bullet” statements).

· (Example - President of Kirkwood’s Dental Assistant Club.)_____
· _____________________________________________________
· _____________________________________________________
· _____________________________________________________
Professional Affiliations/Related Activities/Experiences: Memberships including; professional or trade associations, community/social organizations, service clubs, volunteer work, and internships.  List any leadership offices or roles held in any organizations.  List any interests or hobbies. (List activities with “bullet” statements).

· (Example - Member of Iowa Association of Rehabilitation Nurses)
· _____________________________________________________
· _____________________________________________________
Key Course Highlights:  Optional area to use in the resume.  Use this section if you are seeking a job outside of your field of study, or if you have very little work experience. List 4-6 courses related to your career objective.

· _____________________________________________________
· _____________________________________________________
· _____________________________________________________
· _____________________________________________________
References:  List people who know you well and can articulate your accomplishments, achievements, experiences, work habits, and character.  Examples of references are: teachers, former supervisors, present employer, co-workers, and friends.  List four to six references.  It is important to ask the person’s permission to use them as a reference.  Make sure you stay in contact with your references at all times when pursuing a position. 

Name________________________  Job Title___________________

Home or Business Address   _______________________________________________________

City ________________________  State  ________Zip___________

Home Phone (     ) __ __ __ - __ __ __ __

Work Phone (     )  __ __ __ - __ __ __ __

References: (Continue)
Name_________________________  Job Title__________________

Home or Business Address   _______________________________________________________

City ________________________  State _________Zip__________

Home Phone (     ) __ __ __ - __ __ __ __

Work Phone (     ) __ __ __ - __ __ __ __

Name_________________________  Job Title__________________

Home or Business Address _______________________________________________________

City ________________________  State _________Zip__________

Home Phone (     ) __ __ __ - __ __ __ __

Work Phone (     ) __ __ __ - __ __ __ __

Name_________________________  Job Title__________________

Home or Business Address _______________________________________________________

City ________________________  State _________Zip__________

Home Phone (     ) __ __ __ - __ __ __ __

Work Phone (     ) __ __ __ - __ __ __ __
