Resume Writing Worksheet
Use this worksheet to help you plan and develop your resume content.  Please make a copy of the document before filling it out. 

Your Name
City, State | Phone | email | LinkedIn 

Education
Add your institution name, city and state
· Date of graduation (month and year)
· Degree name
· Major: | Minor: 
· GPA, if above 3.0 or if it is required by an employer
· Honors (President’s list, Dean’s list, special scholarships)

Experience (Work, Volunteer, Leadership, Project)
1.  What experience do you have that is most relevant to the positions for which you are applying?  This information should be under the Education section.  List experiences in reverse chronological order in each section.  (Think about jobs, internships, research, volunteer work, leadership, campus involvement, class projects)
· 
· 
· 
2.  What additional experiences could you include on your resume that would help you convey the skills employers are seeking on your resume? This information can be included in a second, separate experience section.
· 
· 
· 
3.  Given your experiences, what will you call the experience section(s) on your resume?  Some examples are project experience, leadership experience, volunteer experience, community experience.  

Skills & Interests
What skills do you want to include on your resume.  These should be technical and hard skills only.  
Computer skills (software, social media, coding)
· 
Interests.  Optional if there is space.  (hobbies)
· 
Technical Skills (CNC router, 3D printer)
· 
For each experience, what were your greatest achievements? (Add rows to this table if you have more experience to write about.)
	Name of Experience
	Greatest Achievements
	What skills did you demonstrate for each achievement?
	Turn each of your achievements into a strong bullet statement using the *PAR method.

	Workstudy job- Career Center
	Reviewed Student resumes
	Communication, Attention to detail
	Reviewed 20 student resumes weekly, providing clear feedback with strong attention to detail.

	 
	Increased Student Engagement
	Content Creation, Social Media Management
	Created and scheduled weekly career center social media content, boosting student engagement by 35% in one semester

	 
	 
	
	 

	 
	 
	 
	 

	 
	 
	 
	 


*PAR method for Strong Resume Bullet Statements
(PAR= Project- Action- Result)
	How to write strong bullet statements for each experience:

	Great bullet statements will describe your achievements rather than daily tasks.  Start each bullet with an action verb, then demonstrate the value you added to your work by starting what you did (Project), how you did it (Action), and why you did it (Result).  
What was the project or task?

What actions did you take?  (think specifically about your individual contributions)

What was the result or outcome of your contribution?

Cite numbers whenever possible to demonstrate the scope of your work.  (ex. Number of people supervised, number of children in the classroom, size of event, number of people you trained, budget you oversaw, etc.)

	

	



