Functional 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 Computer Programming position.”)  The Career Objective is optional in the resume.


__________________________________________________


__________________________________________________


__________________________________________________

 Summary of Qualifications or Highlights of Qualifications:  This area should summarize three or four skills that match the employer’s needs.  These highlights can appear in a short paragraph or preferably, a “bullet” format.

· _______________________________________________

· _______________________________________________

· _______________________________________________

· _______________________________________________


Professional/Related Experience:  This section is a documentation 

of specific occupational/related skills that summarize your work 
experiences. It is important to identify three to four key categories 
under which action- oriented statements are listed.


Possible Categories

(Example-Supervisor Skills)  For Instance - List General Skills; 

Communication Skills, Management/Supervisor Skills, Technical 
Skills,  Public Relations Skills and etc.)  Specific action-oriented 
statements that clarify the overall skill area. (Three  to Five Bullet 
Statements)

· (Example -  Hire/fire, schedule, train, and supervise staff of ten.) 
· _____________________________________________________

· _____________________________________________________

· _____________________________________________________

· _____________________________________________________


________________

· _____________________________________________________

· _____________________________________________________

· _____________________________________________________

· _____________________________________________________

· _____________________________________________________


________________

· _____________________________________________________

· _____________________________________________________

· _____________________________________________________

· _____________________________________________________

· _____________________________________________________

Employment History:   In this section you will list your most recent work experience first, dates, job title, company name and their location.  You can include military, volunteer, or any experiences relevant to your career objective.  Generally, it is not recommended that you include work experience dating beyond 15 years unless you are currently working for the same company.

	Date
	Job Title
	Company Name
	City and State



	Example;      2000-Present
	Sales Representative
	ABC Imports Inc.
	Cedar Rapids, IA

	______________
	______________
	______________
	______________

	______________
	______________
	______________
	______________

	______________
	______________
	______________
	______________

	______________
	______________
	______________
	______________




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)/Certificates: _____________________________________


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 3 years.)

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). (This area is optional).

· (Example -Secretary of Iowa Association of Realtors Incorporate)
· _____________________________________________________

· _____________________________________________________

· _____________________________________________________

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 employers, co-workers, and friends.  List four to six references.  It is  important to ask the persons’ 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 Tile __________________


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 (    ) __ __ __ - __ __ __ __


Name________________________  Job Title _________________


Home or Business Address ________________________________


______________________________________________________


City _______________________  State _________ Zip _________


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


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

