
RESUME WORKSHEET 1 
 

 
ENTER ALL JOBS YOU HAVE HELD SINCE YOU BEGAN WORKING. ENTER THEM IN 
REVERSE ORDER (BEGIN WITH YOUR CURRENT JOB AND WORK BACKWARDS). IF YOU 
WERE IN SCHOOL FOR A LONG PERIOD (ONE YEAR OR MORE), ENTER IT TO ACCOUNT 
FOR ALL PERIODS OF TIME. COPY CONTINUATION SHEETS IF YOU NEED ADDITIONAL 
ROOM. 
 
________________________________________________________________________
Position,   Location  Begin Date,  End Date 
Job Title      Month/Year               Month/Year_ 

 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
 
 
 
 

 
 
 
 
 
 
 



RESUME WORKSHEET 2 
 
 

• Complete this sheet for each position/job entered on resume/application worksheet 1. 

• List specific tasks you accomplished using action verbs (e.g.: supervised staff of five).  

• Wherever possible, list specific achievements accomplished at the positions you held.  

 

WHAT YOU DID       ACHIEVEMENTS 
 
______________________________________________________________________________________

______________________________________________________________________________________ 

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________ 

 

 

 

 

 
 
 
 
 
 
 



 
RESUME WORKSHEET 3 

 
 

ACHIEVEMENTS 
EXAMPLES MUST BE EXPANDED TO REFLECT BENEFITS TO PRESENT OR PAST 

EMPLOYERS 
 

IMPROVED PRODUCTIVITY   MINIMIZED CUSTOMER COMPLAINTS 
REDUCED TURNOVER   IMPROVED PRODUCT QUALITY 
RECRUITED, HIRED, AND TRAINED  INSTITUTED COST CONTROLS 
DEVELOPED BUDGETS   DEVISED NEW STRATEGIES 
REDUCED OPERATING EXPENSES  REDUCED LABOR COSTS 
PLANNED AND EXECUTED MOVES  DESIGNED NEW FORMS 
 

 
EDUCATION 

______________________________________________________________________ 
Location  City/State Degree/Diploma Field of Study Date 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 

 
TRAINING 

________________________________________________________________________ 
Job Title  Location  Length Date      Certificate/Rating 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
 
 

 
 

 


