NHS Resume Building Worksheet
Personal Information
	Full Name:
	Email:

	Address:                                                                                                               City:                                                            Zip:

	Telephone (home):
	Telephone (cell):


Positive Character Traits  Choose 3-5 traits that you feel best describe you.  You can also record traits not listed.
	Adaptive
	Assertive
	Capable
	Competent
	Confident
	Cooperative
	Creative
	Dependable
	Detail-oriented
	Efficient

	Enthusiastic
	Focused
	Friendly
	Helpful
	Honest
	Independent
	Intelligent
	Motivated
	Optimistic
	Organized

	Polite
	Problem-solver
	Prompt
	Resourceful
	Responsible
	Trustworthy
	
	
	
	


Education   
	Northside High School    Columbus, Ga

	Start Year: ________       Expected Graduation Year: ________    Current GPA: ________

	Other High Schools That You Have Attended:

School name:____________________________________________    City,State: _______________________   Yrs Attended:___________

School name:____________________________________________    City,State: _______________________   Yrs Attended:___________



	Important/relevant courses that you have taken: (especially those related to your career interest or honors/AP courses)


	Skills acquired/taught as part of educational experience:


	Describe any and all experience that you have with computers and technology.  Be sure to list programs for which you are familiar (such as Microsoft Word, Powerpoint, Excel, Photoshop, etc.).  You should also list any online video, social networking, or blogging experience.



Work Experience  List up to 3 of your employers, beginning with the current or most recent.
	Employer #1:
	City,State:

	Job Title:
	Name of Immediate Supervisor:

	Job Duties/Responsibilities:



	Employer #2:
	City,State:

	Job Title:
	Name of Immediate Supervisor:

	Job Duties/Responsibilities:



	Employer #3:
	City,State:

	Job Title:
	Name of Immediate Supervisor:

	Job Duties/Responsibilities:




Volunteer Experience/Community Service:
	Activity/Group:
	Your role:

	Activity/Group:
	Your role:

	Activity/Group:
	Your role:

	Activity/Group:
	Your role:

	Activity/Group:
	Your role:

	Activity/Group:
	Your role:


Extracurricular Activities:   List high school sports & clubs in which you have participated.  This may include those in the community or church.  Be sure to list any leadership positions held.
	Activity:
	Dates:  _______ to _______
	Your role:

	Activity:
	Dates:  _______ to _______
	Your role:

	Activity:
	Dates:  _______ to _______
	Your role:

	Activity:
	Dates:  _______ to _______
	Your role:

	Activity:
	Dates:  _______ to _______
	Your role:


Honors/Awards:   List any awards or honors received while in high school.  
	Honor/Award:
	Date:

	Honor/Award:
	Date:

	Honor/Award:
	Date:

	Honor/Award:
	Date:

	Honor/Award:
	Date:

	Honor/Award:
	Date:


Hobbies/Interestes:   List hobbies or interests that think will highlight your skills, capabilities, or character.

	


References:      List 3 people who you think would give a favorable recommendation for you.  It may not be your parents or a family member.  The person must be more than 18 years old and someone who has known you for more than 1 year.
	#1   Full name:
	Phone:

	Place of Employment:
	Job Title:

	Address:
	Email:

	#2   Full name:
	Phone:

	Place of Employment:
	Job Title:

	Address:
	Email:

	#3   Full name:
	Phone:

	Place of Employment:
	Job Title:

	Address:
	Email:


