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analyze data explain manage people run mestings
assess situations entertain moniter progress resolve problems
advise people find information motivate others reduce costs
arrange functions  follow directions meet the public report information
buy products/services guide/lead people  make/create sell

coordinate activities  gather information  observe supervise
correspond with othershandle complaints  order goods service customers
compare data help people organize pecple socialize

decision making handle materials organize tasks set goals /objectives
develop implement protect property trouble shoot
draft inventory plan take instructions
direct others interpret data public relations train/teach
dermonstrate listen research work quidkdy
evaluate learn quicky raise money

Hands-on/Transferable Skills

assemble products  fix move materials service equipment
audit records file records operate equipment  set up equipment
budget money handle equipment  order supplies type

build handle money preparematerials  use tools
caloulate numbers  inspect products perform routine work write procedures
collect money interview people process materials write reports
compile statistics  lift- heavy or moderate record data weigh
communicate manual dexterity repair

Adaptive/Personality Traits

adaptable diligent logical relizble
ambitious easy going loyal resourcefil
assertive efficient mature responsible
businesslke energetic open-minded self-confident
careful enthusiastic optimistic sensitive
communicate well  flexible organized sincere
competent friendly outgoing socizble
competitive hardworking patient stable
confident helpful polite strong
conscientious honest practical supportive
considerate imaginative productive tactful
cooperative independent punctual thorough
creative insightfil persuasive understanding
dedicated intelligent realistic versatile

dependable
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Be prepared! Take the time to sit down and record all of your pertinent job search data
Once completed, keep this form handy and take it with you when you go to submit applications
with potential employers. Having all of your information already written down will make the
process much smoother — and accurate!

Full Name: Email

Address: City. State Zip
Home Phone: ) Cell Phone: ( )

Job Objective: Preferred Location

Salary Range: Work Limitations:

Professional Licenses/Certificates

Honors and Awards.

Professional/Civic Orgarizations

High SchoollGED Test Center. City/State:

Track TECHPREP COLLEGEPREP GENERAL GED

Date Graduated/Completed: I GPA
Callege CityiState:

Course of Study: Degree

# YrsiHrs Completed Date Cornpleted GPA
Callege CityiState:

Course of Study: Degree

# Yrs/Hrs Completed: Date Completed: GPA:



[image: image6.png]Employment History

Employer. Job Title:

Address: Phone: ( )
Datesfom___ / _to___J  Salary beginning$ ending §
Supervisor. Reason for leaving

Job Duties:

Machines/Tools/Special Skills:

Employer. Job Title:

Address: Phone: ( )
Datesfom___ / _to___J  Salary beginning$ ending §
Supervisor. Reason for leaving

Job Duties:

Machines/Tools/Special Skills:

Employer. Job Title:

Address: Phone: ( )
Datesfom___ / _to___J  Salary beginning$ ending §
Supervisor. Reason for leaving

Job Duties:

Machines/Tools/Special Skills:

Work Gaps: Date: /. /. Reason:
Date: /. /. Reason:
Date: /. /. Reason:

Volunteer Experience:

Organization Duties




[image: image7.png]Name: Phone:( )
Employer Job Title
Address: City. State Zip

How long have you known this person?.

Name: Phone:( )
Employer Job Title
Address: City. State Zip

How long have you known this person?.

Name: Phone:( )
Employer Job Title
Address: City. State Zip

How long have you known this person?.

Branch: Rank: Dates: from, to

Job Titles:

Duties:

Machines/Tools

Adaptive Skills/Personality Traits (“Who you are”)

Hands On /Transferable Skills ("What you can do*)

Job-related Training (“What you know”)




