RESUME WORKSHEET
If you would like assistance with writing your resume to highlight your experience, please complete the following worksheet.  We will review your information and assist you in creating a resume that will “sell” you to prospective employers.  
	Type of Position Being Sought:
	

	Industry Being Targeted:
	

	Listing the skills that the employer may be targeting and the skills you possess will help guide the type of information you will put on your resume.

	Marketable Skills: list skills that may be applicable to the type of position and industry you are targeting 

	
	

	
	

	
	

	
	

	
	

	
	

	Transferable Skills: list skills you have developed that may assist in the position you’re pursuing (i.e. gather data, supervised, etc.) Include personal and technical skills (i.e. dependable, MS word, etc.).

	
	

	
	

	
	

	
	

	
	

	
	

	What is your ideal job?
	

	

	

	

	

	


	What do you want in a job?
	

	

	

	

	

	


	What has your career progression (or lack of) been like?
	

	

	

	

	

	


	What have you learned from your experiences?
	

	

	

	

	

	

	


	Who are you at work and where/how do you best succeed?
	

	

	

	

	

	

	


	Based on your work history, what would you say that you are best at?

	

	

	

	

	

	

	


	What do you enjoy most about your field of work or the field that you would like to break into?

	

	

	

	

	

	


	In a couple of paragraphs, please describe yourself.
	

	

	

	

	

	

	

	


PLEASE CHECK OFF 10 CHARACTERISTICS FROM LIST THAT BEST DESCRIBE YOU AS A WORKER  

	 FORMCHECKBOX 
 Adaptable
	 FORMCHECKBOX 
Diplomatic
	 FORMCHECKBOX 
Idealistic
	 FORMCHECKBOX 
Persevering
	 FORMCHECKBOX 
Sensible

	 FORMCHECKBOX 
 Adventurous
	 FORMCHECKBOX 
Disciplined
	 FORMCHECKBOX 
Imaginative
	 FORMCHECKBOX 
Persistent
	 FORMCHECKBOX 
Serious

	 FORMCHECKBOX 
 Aggressive
	 FORMCHECKBOX 
Discreet
	 FORMCHECKBOX 
Independent
	 FORMCHECKBOX 
Planner
	 FORMCHECKBOX 
Sincere

	 FORMCHECKBOX 
 Ambitious
	 FORMCHECKBOX 
Dominant
	 FORMCHECKBOX 
Initiator
	 FORMCHECKBOX 
Pleasant
	 FORMCHECKBOX 
Sociable

	 FORMCHECKBOX 
 Analytical
	 FORMCHECKBOX 
Easygoing
	 FORMCHECKBOX 
Inventive
	 FORMCHECKBOX 
Polite
	 FORMCHECKBOX 
Spontaneous

	 FORMCHECKBOX 
 Artistic
	 FORMCHECKBOX 
Efficient
	 FORMCHECKBOX 
Kind
	 FORMCHECKBOX 
Popular
	 FORMCHECKBOX 
Stable

	 FORMCHECKBOX 
 Assertive
	 FORMCHECKBOX 
Energetic
	 FORMCHECKBOX 
Leader
	 FORMCHECKBOX 
Practical
	 FORMCHECKBOX 
Steady

	 FORMCHECKBOX 
 Balanced
	 FORMCHECKBOX 
Enterprising
	 FORMCHECKBOX 
Light-hearted
	 FORMCHECKBOX 
Precise
	 FORMCHECKBOX 
Strong-minded

	 FORMCHECKBOX 
 Bold
	 FORMCHECKBOX 
Enthusiastic
	 FORMCHECKBOX 
Likable
	 FORMCHECKBOX 
Problem-solver
	 FORMCHECKBOX 
Tactful

	 FORMCHECKBOX 
Broad-minded
	 FORMCHECKBOX 
Ethical
	 FORMCHECKBOX 
Logical
	 FORMCHECKBOX 
Professional
	 FORMCHECKBOX 
Tenacious

	 FORMCHECKBOX 
Calm
	 FORMCHECKBOX 
Fair-minded
	 FORMCHECKBOX 
Loyal
	 FORMCHECKBOX 
Progressive
	 FORMCHECKBOX 
Team player

	 FORMCHECKBOX 
Cautious
	 FORMCHECKBOX 
Farsighted
	 FORMCHECKBOX 
Mediator
	 FORMCHECKBOX 
Punctual
	 FORMCHECKBOX 
 Thorough

	 FORMCHECKBOX 
Cheerful
	 FORMCHECKBOX 
Flexible
	 FORMCHECKBOX 
Methodical
	 FORMCHECKBOX 
Purposeful
	 FORMCHECKBOX 
Thoughtful

	 FORMCHECKBOX 
Competitive
	 FORMCHECKBOX 
Focused
	 FORMCHECKBOX 
Meticulous
	 FORMCHECKBOX 
Quick learner
	 FORMCHECKBOX 
Tolerant

	 FORMCHECKBOX 
Compassionate
	 FORMCHECKBOX 
Forceful
	 FORMCHECKBOX 
Moderate
	 FORMCHECKBOX 
Quiet
	 FORMCHECKBOX 
Tough

	 FORMCHECKBOX 
 Confident
	 FORMCHECKBOX 
Friendly
	 FORMCHECKBOX 
Modest
	 FORMCHECKBOX 
Rational
	 FORMCHECKBOX 
Trusting

	 FORMCHECKBOX 
 Conscientious
	 FORMCHECKBOX 
Fun-loving
	 FORMCHECKBOX 
Obliging
	 FORMCHECKBOX 
Realistic
	 FORMCHECKBOX 
 Trustworthy

	 FORMCHECKBOX 
Considerate
	 FORMCHECKBOX 
Generous
	 FORMCHECKBOX 
Open-minded
	 FORMCHECKBOX 
Reasonable
	 FORMCHECKBOX 
Understanding

	 FORMCHECKBOX 
Cooperative
	 FORMCHECKBOX 
Goal-oriented
	 FORMCHECKBOX 
Opportunistic
	 FORMCHECKBOX 
Reflective
	 FORMCHECKBOX 
Verbal

	 FORMCHECKBOX 
Courageous
	 FORMCHECKBOX 
Good natured
	 FORMCHECKBOX 
Optimistic
	 FORMCHECKBOX 
Reliable
	 FORMCHECKBOX 
Warm

	 FORMCHECKBOX 
Creative
	 FORMCHECKBOX 
Hardworking
	 FORMCHECKBOX 
Organized
	 FORMCHECKBOX 
Resourceful
	 FORMCHECKBOX 
Witty

	 FORMCHECKBOX 
 Curious
	 FORMCHECKBOX 
Healthy
	 FORMCHECKBOX 
Original
	 FORMCHECKBOX 
Responsible
	

	 FORMCHECKBOX 
Deliberate
	 FORMCHECKBOX 
Helpful
	 FORMCHECKBOX 
Outgoing
	 FORMCHECKBOX 
Risk-taker
	

	 FORMCHECKBOX 
Dependable
	 FORMCHECKBOX 
Honest
	 FORMCHECKBOX 
Patient
	 FORMCHECKBOX 
Self-confident
	

	 FORMCHECKBOX 
Determined
	 FORMCHECKBOX 
Humorous
	 FORMCHECKBOX 
People-oriented
	 FORMCHECKBOX 
Self-motivated
	


























