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Resume Worksheet 
 

Name:    

 

Address:    

 

Phone Number and email:    

 

Refer to your employment when completing this worksheet. 

 

Purpose or Objective:  Have a specific objective.  The purpose of an objective is to tell the 

employer something about yourself and your skills.  For example, say “A position with a 

construction company utilizing my expertise in carpentry.”  NOT:  “:A position as a construction 

worker.”  Here is another poor objective: “A position with hard working and fun people.”  This 

does not even mention your industry. 

  

  

  

Highlights/Summary of Qualifications.  This is the “teaser” section of a resume.  Use this part 

to mention the years of experience, productivity, certifications, awards, safety records (when 

relevant), and personal characteristics or values, and languages.  See the handout “Samples for 

Highlights of Qualifications” for suggestions.  Write as many as you like here.  Then scale down 

to the 4 to 6 final qualifications.   
 

•    

•    

•    

•    

•    

•    

•    

•  

Professional Experience 

Work Experience.  May group like types of work together such as construction, landscape, cook, 

welding, etc.  You may also organize in other areas like Communications, Management, and 

Technical.  Be specific: locations, duties, and responsibilities.  Emphasize and quantify your 

skills, accomplishments, and results.  Think of things you did better than your co-workers.  

Quantify the job responsibilities.  For example, if you are a cook, how many meals did you/the 

restaurant prepare and serve for breakfast, lunch, or dinner?  Did you make the salads or cook the 

steaks?  In construction or remodeling, what was the square footage, price, builder, size of the 

crew you worked with?  How many people did you supervise or train?  (Use the handout “Quiz 

for Job Hunters in Transition” for ideas.) 
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What productivity/production goals were you given in your work?  Did you meet or exceed the 

goals?  By how much or what percentage?  Every company has an idea of how much you should 

complete during a work shift.  Use that as a starting point. 

  

  

  

  

What problems did you solve?  What challenges did you have to overcome?  What did you learn?  

Do you work with any unique tools or materials (especially expensive ones)?  

  

  

  

  

 

Educational History:  Make note of any certifications, degrees received that would be applicable 

to the job first.  Then list all awards you earned.  

  

  

  

  

Additional information:  Computer experience, CPR/First Aid, language abilities, etc. Did you 

train in new people?  Were you left in charge when your boss or team lead was gone?  What did 

you do better than your co-workers?  What actions were praised?  Were you given any awards? 

  

  

  

  

  

  

Work History:  List the company name and the year started and ended (about 10-15 years).   
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Break this section into 2 parts.  List 4 to 6 accomplishments that show Transferable skills. 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Now list 4-6 results and accomplishments specific to your type of work. 
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Action Verbs 

The underlined words are especially good for pointing out accomplishments 

accomplished created interpreted repaired  
achieved critiqued interviewed represented  
acted customized introduced researched  
adapted delegated invented reshaped  
addressed demonstrated investigated resolved (problems) 

administered designed launched restored  
advised dispensed lectured retrieved  
allocated developed led reviewed  
analyzed devised maintained revitalized  
appraised diagnosed managed scheduled  
approved directed marketed screened  
arbitrated drafted mediated set goals   
arranged edited moderated shaped  
articulated educated monitored solved  
assembled enabled motivated spearheaded  
assessed  encouraged navigated specified  
assigned engineered negotiated spoke  
assisted enlisted operated stimulated  
assured established optimized streamlined  
attained evaluated organized strengthened  
audited examined originated summarized   
augmented executed overhauled supervised  
authored    expanded oversaw surveyed   
balanced expedited performed systematized  

budgeted explained 
performed 
trouble- tabulated  

built extracted    shooting trained  
calculated fabricated persuaded transformed  
catalogued facilitated pioneered translated  
chaired fashioned planned upgraded  
clarified forecast prepared validated  
classified formulated prioritized won  
coached founded processed wrote  
collaborated generated produced   
collected governed programmed   

communicated guided projected Descriptive words for HOW you 

compiled identified promoted did the work  
composed illustrated proposed accurately skillfully 

computed implemented publicized consistently successfully 

conceptualized improved purchased creatively thoroughly 

configured increased recommended effectively within budget 

conserved influenced reconciled efficiently with precision 

consolidated informed recorded handily  
contracted initiated recruited in a timely manner 

contributed inspected rectified masterfully  
convinced installed reduced (losses) on time   
coordinated instituted referred professionally  
corresponded instructed   rehabilitated safely  
counseled integrated remodeled single-handedly  

 


