Resume Development Worksheet 

1. What's the purpose of this resume? 

______________________________________________________ 

______________________________________________________ 

2. What are some of your unique talents, strengths, and abilities? 

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 

3. What are your educational experiences? 

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 

4. List each work experience, including two to four key attributes of what you accomplished in each job. Include all work experiences. 

Job #1_________________________________________________ 

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 

Job #2_________________________________________________ 

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 

Job #3_________________________________________________ 

______________________________________________________ 

______________________________________________________ 

______________________________________________________ 

5. Once you have written a draft of the resume, check off each of these: 

___ used action verbs 
___ used specific examples
___ used bullets, phrases 
___ used reverse chronological order
___ used clean design 
___ used research
___ used feedback 
___ used spellcheck, proofread

