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Resume Worksheet 
 

 
 
 
 
 
 
 

 
Strengths 

(What good qualities do you demonstrate at work, school, within family or community? How do others see 
you?) Example: Calm under pressure, organized, good with my hands, can communicate well, physically 
strong, on time, multi-tasker, etc. 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 

Work Experience 
 

Job Title____________________________________________________________ 

Employer___________________________________________________________ 

Where was the job? (City, Province)______________________________________ 

Dates you worked there. From: _____/_____    to:_____/_____ 

   (mo)    (yr)              (mo)     (yr) 

What were your main tasks? List any equipment, tools, computer programs  etc. you used. 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 

What were your responsibilities and accomplishments? 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 

 
 

Full Name _______________________________________ 

Mailing Address___________________________________ 

Postal Code______________________________________ 

City, Province_____________________________________ 

Contact phone ( ___)__________    _/ Cell: (___)_________ 

E-mail: __________________________________________ 
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Work Experience (con’t) 
 

Job Title____________________________________________________________ 

Employer___________________________________________________________ 

Where was the job? (City, Province)______________________________________ 

Dates you worked there. From: _____/_____    to:_____/_____ 

   (mo)    (yr)              (mo)     (yr) 

What were your main tasks? List any equipment, tools, computer programs  etc. you used. 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 

 

What were your responsibilities and accomplishments? 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 
 

Job Title____________________________________________________________ 

Employer___________________________________________________________ 

Where was the job? (City, Province)______________________________________ 

Dates you worked there. From: _____/_____    to:_____/_____ 

   (mo)    (yr)              (mo)     (yr) 

What were your main tasks? List any equipment, tools, computer programs  etc. you used. 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 

 

What were your responsibilities and accomplishments? 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 

 ____________________________________________________________________________ 

Attach another sheet if needed. 
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Education & Training 
Include schools/certificates/courses/workshops/licences here.  Add completion or valid until dates when 
applicable.  

 ______________________________________________________________________________ 

 ______________________________________________________________________________ 

 ______________________________________________________________________________ 

 ______________________________________________________________________________ 

 ______________________________________________________________________________ 

 

 

 
Volunteer Experience 

Include organization name, location, and tasks you performed for them 

 ______________________________________________________________________________ 

 ______________________________________________________________________________ 

 ______________________________________________________________________________ 

 

 
References 

With their consent, list the employers/supervisors/co-workers that have agreed to act as a reference during 
your job search.   

 

Reference’s Full Name Their Position Company/Organization Their Contact Info. 

    

    

    

    

 


