Chronological Résumé Worksheet


 (
Name:
Address:
City, State, Zip:
Home Phone:
Alternate Phone:
Email:
)








SUMMARY (Thirty words or less about your knowledge, skills, abilities, etc. that will tell the employer why they should hire you.) 																									
	

WORK EXPERIENCE (Most recent employer first)
Employer:													
City & State:													
Job title:													 
From: (MM/YYYY) 						 To: (MM/YYYY)				
Duties: (job functions that match the job you are applying for; no more than two sentences) 																																																										

Employer:													
City & State:													
Job title:													 
From: (MM/YYYY) 						 To: (MM/YYYY)				
Duties: (job functions that match the job you are applying for; no more than two sentences) 																																																										

Employer:													
City & State:													
Job title:													 
From: (MM/YYYY) 						 To: (MM/YYYY)				
Duties: (job functions that match the job you are applying for; no more than two sentences) 																																												
														

* Repeat the Work Experience step to show all relevant employment experience (5-10 years).

 (
ACCOMPLISHMENTS 
Action verb (e.g., organized, developed), + what you did + outcome or result
QUALIFICATIONS
Skills, aptitudes, and knowledge relevant to the job you are applying for (include computer software, certifications, etc.)
)





















 (
EDUCATION (Repeat step if you have more than your degree or certificate)
School:
 Location:
Degree:
 Major/Minor:
Certificates or licenses:
PROFESSIONAL TRAINING AND DEVELOPMENT (courses/seminars attended relevant to application)
  
PROFESSIONAL AFFILIATIONS/COMMUNITY ORGANIZATIONS (
O
ptional
 – only list if there is a direct relation to the targeted job listing.
)
)
