Name: _______________________

Date:  _______________________

HCOM-100- Intro to Human Comm Studies
Instructor:  _________________________

INTERVIEWING SKILL BUILDING – RESUME FORM
Purpose:  To build an outline with which to create a professional resume from.
Instructions: Fill in the blanks with your most current information.
1.) Personal Information:

a. Name: _____________________________________________________
b. Address: ___________________________________________________
c. Phone Number: ______________________________________________
d. Email Address: ______________________________________________
2.) Career Objective: (make it brief, clear and focused – may need to customize this for each different position you seek)  __________________________________
______________________________________________________________________________________________________________________________________
3.) Education: (Include your major, degrees, graduation date & name of institution)
______________________________________________________________________________________________________________________________________
4.) Experience:
a. Your Job Title:  ______________________________________________
b. Your Current Employer Name:  __________________________________
c. City, State: __________________________________________________
d. Duties:  ____________________________________________________
____________________________________________________________________________________________________________________________

e. Your Previous Job Title:  _______________________________________

f. Previous Employer Name: _____________________________________
g. City, State:  _________________________________________________
h. Duties:  ____________________________________________________
____________________________________________________________________________________________________________________________

i. Your Previous Job Title: _______________________________________
j. Previous Employer Name: _____________________________________
k. City, State:  _________________________________________________
l. Duties:_____________________________________________________
____________________________________________________________________________________________________________________________

5.) Honors & Special Accomplishments: (Awards, Offices held, Leadership responsibilities): ___________________________________________________
6.) Optional Information: (Volunteer, travel, computer skills/anything relevant to the position you are applying for): ________________________________________
___________________________________________________________________
7.) References (List the name, phone number and email address of three people who will speak positively about your skills and abilities).  You can either list these directly on your resume, or you can list them on a separate sheet of paper and indicate on your resume that “References are available upon request.”
_________________________________________________________________________________________________________________________________________________________________________________________________________
