Building a Resume — Guided Notes
Name: _______________________

Date_____________________________

Instructions: Fill in the information below as you follow along the Building a Resume PowerPoint presentation. The information will be used to help you create a resume.

1. Personal Information


Name:


Address:


Telephone Number:


E-Mail Address


Fax Number:

2. Pretend you are searching for a job as a paper delivery person. What would your objective statement be?

3. Education


School Attended:


Program of Study:


Graduation Date:

4. Have you ever had a job before? What were the responsibilities of your job?

5. What volunteer work have you done?

6. Have you had any leadership or extracurricular activities?

7. Have you received any honors, awards, scholarships or other achievements?

8. What work skills do you have to differentiate yourself from other employees?
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