
What’s a Resume? 
 
The purpose of a resume is to introduce you to an employer.  It’s a short description of who 
you are and what you have done, along with what you have to offer.  Presenting a good 
impression of yourself to an employer through your resume is very important.   
 
Resume Worksheet:  This worksheet will help you gather and organize the information that 
you need to effectively prepare a resume.  Remember … your resume could mean the 
difference in getting a job interview.  Please note the following pointes before you begin: 

 Make sure all information is complete and accurate (dates / addresses) 
 Use simple action words 
 Keep sentences short 
 Be clear when describing skills / duties 
 Avoid spelling and grammar mistakes 

 
STEP 1:  Personal Information 
 Name:  ______________________________________________________________ 
 Address:  ____________________________________________________________ 
 Telephone:  ________________________  Messages:  ________________________  
 
STEP 2:  Career Objective 
We have explained who we are, now we need to explain what we want.  Your career 
objective could change depending upon what job you are applying for or it could be very 
basic relating to your long-term goal(s).  Here are some examples: 

 To develop skills through summer employment in the health related field 
 To obtain a summer job working as a camp counsellor 
 To develop skills and eventually start my own business in auto repair 
 Summer employment in outdoor lawn maintenance 

Briefly describe your career objective below: 
___________________________________________________________________________
___________________________________________________________________________ 
 
STEP 3:  Highlights of Qualifications 
What makes you the perfect person for the job?  Look at the job you are applying for and 
relate all skills and work experience to what the employer wants to hear (refer to “Getting to 
Know Yourself” Questionnaire).  These comments should be clear, concise and to the point.  
Please note the following:   

 Dependable, reliable worker 
 Enjoy working with others, good communications skills 
 Basic knowledge of computers 
 Responsible babysitter, enjoy children of all ages 
 Knowledge of outdoor maintenance tools and equipment 

Briefly summarize the highlights of your qualifications. 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
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