Handout 1

RESUME PREPARATION FORM

Contact Information
Full Name

Address

Community, Province
Postal Code
Telephone Number

Email Address:

Employment Objective

Outline your employment goal with three relevant skills and three relevant
attributes
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Handout 1

Summary of Skills

Create a list of at least 10 skills that you know are important to the position and
then create detailed statements outlining your abilities to match. Take each skill
and provide a detailed statement of how you used that skill. Be sure to include
the benefit to the employer with each statement to showcase your vaiue.

Skill

Customer Service:

Break skills into categories that are important to the employer such as:

Customer Service Skills Driving and Machinery Operation
Communication and Computer Skills

Interpersonal Strengths Technical Abilities

Leadership Skills Business Experience

Teamwork Experience Working Attributes

Sales Achievements Organizational Skills

Tools and Equipment Care Giving/Child Care Experience

Present categories in order of priority to the employer.
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Formal Education

Grade

School

Community, Province
Accomplishments

Grades

Relevant Classes
Extracurricular Involvements

Scholarships and Awards

Handout 1

Experience

Position

Employer

Dates

Community and Province
Overview of work

Accomplishments and Promotions
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Handout 1
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Present Work History in reverse chronology — most recent first. Students can use
this section to demonstrate High School Work Experience as well as
Volunteerism.

Personal Data

Hobbies and Interests

Memberships

Volunteer Activities

Conclude resume with:

Portfolio and Reference Letters Available at Interview
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