Resume Building Questionnaire
Section 1 - Personal Information

Last Name -      
First Name -      
Middle Initial -      
Title -       
Address
  -      
City -      
State -      
Zip -      
Home Phone -      
Work Phone -      
Cellular Phone -      
E-Mail Address -      
1. What Do You Wish To Accomplish With Your Resume?

      
2. List The Top Three Positions You Would Like To Pursue.

      
3. What Industry Are You Interested In?

      
4. What skills or qualifications do you have that would separate you from other candidates?

     
Section 2 - Education

Section 2A – Highest Level of Education

High School diploma / College Degree:  -       
Name of Institution -      
Location of Institution :( City & State) -      
Dates of Attendance -      
Degree -      
Year Earned -     
Major/Area of Study (Optional) -     
Academic Honors (Optional) -      
GPA (Optional) -     
Section 2C – Additional Training (Optional) 

List any Forms of Additional Training -     
Section 3 - Work Experience

Section 3A – Most Recent Work Experience

Current Job or Last Position Held -      
Name of Employer -      
 

Address (City, State)  -      
Position -      
Dates of Employment (Month/Year)
             To           
     (Present or Month/Year)
What Are/Were Your Daily Duties?      
 
List Major Accomplishments with This Position      
(What Did You Initiate, Create, Design, and/or Improve?)      


List Major Job Responsibilities:
     
What Type Of Tasks Did You Typically Perform?
 

     
What Skills Did You Acquire Specifically from This Position

Or Improve On?
       
Section 3B – Previous Work Experience

Previous Position Held -      
Name of Employer
      
Address (City, State)
      

Position-     
Dates of Employment (Month/Year)
             To                (Present or Month/Year)

What Are/Were Your Daily Duties?
      
List Major Accomplishments with This Position 
     
(What Did You Initiate, Create, Design, and/or Improve?)



     
List Major Job Responsibilities:

     
What Type Of Tasks Did You Typically Perform?
 


     
What Skills Did You Acquire Specifically from This Position

Or Improve On?
      
Section 4 - Activities (Students Only)
Section 4A - Activity #1

Name of Club, Organization, or Hobby
 

     
Your Position or Title
 

     
Date(s) of Involvement
 

     
Principal Activities of the Club/Organization
 
     
Your Accomplishments While Involved With This Activity
 

     
What Skills Did You Acquire or Improve On?
 

     
Section 4B - Activity #2

Name of Club, Organization, or Hobby
 

     
Your Position or Title
 

     
Date(s) of Involvement
 

     
Principal Activities of the Club/Organization
      
Your Accomplishments While Involved With This Activity
 

     
What Skills Did You Acquire or Improve On?
 

     
Section 5 - Skills

Section 5A - Computer Skills 
List All That Apply and Degree of Proficiency
      
Typing - Words per Minute ___     ___ (optional – if it applies to your field)

Section 5B - Presentation Applications

List all Abilities to Present 

     
 Section 5C – Languages

Specify All Languages That You Can Write, Speak, Interpret, or Translate (Include Level of Proficiency)
      

Section 5D – Additional Skills
Please List Any and All Additional Skills     
Section 7 - Recognition/Awards

Award & Date –      
Award & Date -      
