Fill in the Blank Resume

Title:
Name (formal, not nickname): _______________________________________________________________________
Mailing Address: ___________________________________________________________________________________
Phone: ______________________________________  Email: ______________________________________________
Make sure that your email address is something appropriate and easily identifies you.  For this resume you can use your school email or your personal email, but in the real world you may want to create a professional formal email address that is your name at gmail or whatever.  

Work Experience:
*Paid and unpaid. Long term and short term.   List your most recent work first, then go in reverse chronological order.  Include jobs even if your parents or relatives are the “employer”.  Include any work and odd-jobs you did on your own as an “entrepreneur” and list yourself as the employer (self-employed).  See Example Resumes for example descriptions.

	Employer
	Your Title
	Dates worked
	Location
	Description (what did you do every day)

	

	
	
	
	




	

	
	
	
	




	

	
	
	
	




	

	
	
	
	






Education:
High School Name: _________________________________________________________________________________
Grade Level or Graduation Year: ______________________________________ GPA (if 3.0 +): ___________________
PSAT/ SAT Scores: _________________________   Eventually you would also list college or trade school first.

Honors, Awards, and Achievements:
In this case only list high school efforts.  Elementary and middle school are considered too far in the past. 
Semesters on Honor Roll: _______________   Scholarships: _______________________________________________
School Academic Awards: ___________________________________________________________________________
Athletic Awards or Records: __________________________________________________________________________
Elected Offices: ____________________________________________________________________________________
Contests Won: _____________________________________________________________________________________
Out of School: _____________________________________________________________________________________
Training and Certification:
Examples: Driver’s License, Other Auto/Machinery License, First Aid, CPR, Lifeguard, Work Training Videos or Days, Safety Training, Animal Control/Care, Anything you have an official piece of paper for.  

Licenses held: _____________________________________________________________________________________
Certifications held: _________________________________________________________________________________
Special Training for home, school, or work: _____________________________________________________________

Clubs and Organizations:
Examples: NHS, 4H, Key Club, Quiz Bowl, Tribal, Hunting/Fishing Groups, Drama, Band, Motocross, etc.

School Clubs and number of years: ____________________________________________________________________
__________________________________________________________________________________________________
Athletic Teams and number of years: __________________________________________________________________
__________________________________________________________________________________________________
Out of School: _____________________________________________________________________________________
__________________________________________________________________________________________________

Volunteer Work (if more than two):
Examples: soup kitchen, meals on wheels, pet sitting, children’s organizations, caroling, 7th grade camp counselor, chaperoning, senior center, teen center, babysitting, boosters, community building, etc.
	Organization
	Dates
	Location
	Description

	



	
	
	

	



	
	
	

	



	
	
	



Hobbies (appropriate): 
Examples: cooking, reading, photography, painting, music, computer programming, camping, kayaking, BMX, travelling, Building Furniture, Gardening, Hunting, Fishing, Anything that takes a specific talent.
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Special Skills:
Examples: Telephone Line Transferring, Good with children, Record keeping, knowledge of a certain area, always on time, driving experience, restoring items, fixing items, positive attitude, specific computer programs, organized, creative, design, personality traits, artistic talents, useful talents, etc.
 
People Skills: ______________________________________________________________________________________
__________________________________________________________________________________________________
Technology Skills: __________________________________________________________________________________
__________________________________________________________________________________________________
Workplace Skills: __________________________________________________________________________________
__________________________________________________________________________________________________
Other Strengths: ___________________________________________________________________________________
__________________________________________________________________________________________________

References:
*Be sure to ask them ahead of time!  They WILL get called and it is best if they are not caught off guard.  It is also good to have an official “letter of reference” from each reference when applying for college or a career.

Name: _________________________________________  Title: _____________________________________________
Address: __________________________________________________________________________________________
Phone: ______________________________________  Email: ______________________________________________

Name: _________________________________________  Title: _____________________________________________
Address: __________________________________________________________________________________________
Phone: ______________________________________  Email: ______________________________________________

Name: _________________________________________  Title: _____________________________________________
Address: __________________________________________________________________________________________
Phone: ______________________________________  Email: ______________________________________________



Due by the end of the school year: One letter of reference from someone about you.  This cannot be from a family member!  Good people to get these letters from include: teachers, principal, employers, coaches, etc.  Make sure that the person you ask to write you a letter of recommendation actually likes you and will write something positive.  Ask them for a hard copy with a signature and then we will scan it so that you have a digital copy for the future.  

General / All-Purpose Cover Letter Sample
[bookmark: _GoBack]Your Name
Your Address (Optional)
Your City, State, Zip Code
Your Phone Number
Your Email
Date
Name of contact you are applying to
Title
Organization
Address
City, State, Zip Code
Dear Mr./Ms. Last Name:
I am writing in reply to the classified ad you posted seeking to fill the position of Graduate Student Advisor for the Master of Arts in Liberal Studies degree program at ABC College.
Having earned my Master of Arts degree in Academic Advising from XYZ University, I understand the importance for informed academic counseling and program planning in a higher education environment.
I have also experienced, first-hand, the comforting effect of being able to contact an adviser who genuinely cares for the professional growth and success of students.
Prior to my graduate studies, during my career as an electrician, I was elected Chairman of the Executive Board which sat as the union’s representatives to the apprenticeship advisory board. In this capacity, I was able to be an effective advisor to apprentices who were experiencing scholastic problems which threatened their future in the industry. I particularly enjoyed working with older apprentices who were seeking a career change and had problems adjusting to the obligations of work, school, and family life.
I believe that both my educational background in Academic Advising and my work-related duties of counseling and advising students enrolled in learning programs qualifies me for consideration for the position of Graduate Student Advisor. I look forward to discussing how my skills can be of value to ABC College as it prepares to move into the new millennium. Thank you for your time, consideration, and forthcoming response.
Sincerely,
Your Signature (hard copy letter)
Your Typed Name

