Building Your Resume
Basic Information:

Name:

Address and Postal Code:

Home Phone:

Cell Phone:

Email Address:

What Are Your Soft Skills?

Skills that describe your personal traits or characteristics

List 8 for your resume (tick them off on the attached soft skills sheet)

What Are Your Hard Skills?

Skills you have acquired from work, education, volunteer experience or training.

List as many as you can for your resume (tick them off on the attached hard skills sheet and/or add your own)

Work Experience History

Starting with the most recent job and working backwards, please list the following:

1. What was the name & location of the business you worked for?

2. What position or positions did you hold?

3. When did you start working there?

4. When did you stop working there?

5. What did you do at this job?  List, in detail, all of your responsibilities.

1. What was the name & location of the business you worked for?

2. What position or positions did you hold?

3. When did you start working there?

4. When did you stop working there?

5. What did you do at this job?  List, in detail, all of your responsibilities.

1. What was the name & location of the business you worked for?

2. What position or positions did you hold?

3. When did you start working there?

4. When did you stop working there?

5. What did you do at this job?  List, in detail, all of your responsibilities.

Education, Specialized Training or Certifications

Please provide any information that applies to this category

Awards

Please list any awards you have received.

Volunteer Experience

Please list in detail your volunteer experience

Who was it for?

What did you do?

When did you do this?

Hobbies

Please list your hobbies and favourite things to do?

References

Who would provide you a good reference?  (Make sure you have permission from these people before using them!)

Past Employers (provide)

Name, title, business name, phone number, email

Name, title, business name, phone number, email

Name, title, business name, phone number, email

Personal References (provide)

Name, title, business name, phone number, email

Name, title, business name, phone number, email

Examples of Soft Skills (Who Are You?)

	Achievement Oriented
	Goal-Oriented
	Productive

	Adaptive
	Able to handle stress
	Reliable

	Analytical
	Self-Motivated
	Resourceful

	Articulate
	Innovative
	Respects deadlines

	Committed
	Insightful
	Responsible

	Communication
	Integrity
	Results-oriented

	Confident
	Interpersonal
	Self-starter

	Courageous
	Intuitive
	Strategic thinker

	Creative
	Lateral thinker
	Strives for excellence

	Credible
	Leadership
	Task Driven

	Decisive
	Listening
	Team Building

	Dedicated
	Logical
	Team Player

	Dependable
	Minimum supervision
	Trouble shooter

	Detail-oriented
	Objective
	Versatile

	Determined
	Open-minded
	Sets priorities

	Disciplined
	Optimistic
	Personable

	Efficient
	Organized
	Outgoing

	Energetic
	Persuasive
	

	Entrepreneurial
	Positive Attitude
	

	Fair
	Problem-solver
	


Examples of Hard Skills
	Babysitting
	Tour Guide
	Equipment Operation

	Cashier
	Clerical Work
	Supervising Others

	Customer Service
	Merchandising
	Public Speaking

	Retail Sales
	Problem Solver
	Greenskeeper

	Cleaning
	Manual Labour
	Stocking Shelves

	Housekeeping
	Landscaping
	Data Entry

	Prep/Line Cooking
	Roofing
	Communication Skills

	Freight Receiver
	Mechanical Ability
	Able to Set Priorities

	Waitress
	Siding
	Punctual

	Dishwasher
	Laying Sod
	Team Player

	Filing
	Heavy Machinery
	Typing/Keyboarding

	Organizing
	Gardening
	Internet User

	Accounts Payable
	Maintenance
	

	Accounts Receivable
	Written Skills
	

	Payroll
	Planning Things
	

	Composing Letters
	Training Others
	

	Telephone Skills
	Record Keeping
	

	Computer Skills
	Farm Machinery
	

	Telemarketing Skills
	Livestock
	

	Newspaper Delivery
	Fencing
	


