Resume Questionnaire
Name (exactly as wanted on resume): 

Address: 

City: State: 



Zip: 

Home Phone:
Mobile:
Email: 
Are you willing to relocate?  Yes (    )  No (    )
Are you willing to travel?  Yes (    )  No (    )
Position/Career Objective: List top three job title choices in order of preference. 

1.

2.

3.

Desired Career Pathway:  Choose from the following:
Art/Communication


Business/Management/Marketing

Engineering/Manufacturing/IT

Health Science



Human Services



Natural Resources

Is this a career change for you?  Yes (    ) No (    )

Purpose of Résumé
job change


career change


promotion


part-time job
Experience

Summarize your experience in this field in a couple of sentences.  If no work experience, use your related hobbies and interests that relate to your job.
What are your key strengths that you want to highlight on your resume.  List at least three things that makes you stand out from other people that will be applying to the job.  Use descriptive adjectives here.






Earnings












Current Salary:
Expected Salary: 



EDUCATION (list all degrees, certificates, diplomas received, dates received, school or college, and location of school or college). Please begin with the most recent and work backwards.

Name of College/Univ: 











City/State: 











Degree Obtained (i.e. BS. BA, MBA, PhD) 


Year Completed 


Major: 







Minor: 




Overall GPA  



GPA in Major 


Honors (include scholarships, academic awards, attendance): 













































Extra Curricular Activities (include leadership, sports, music, clubs, study abroad, etc. 


















































High School—Only if no college
Name : 







City/State: 



Year 


Professional Development (training courses/seminars/workshops, etc.)
Course Name 











Completion Date 





 Duration 



Certification Obtained 




 Location of Training



Sponsoring Organization 









Professional Certifications 










Professional Licenses 










Military: (include branch of service, locations, position, rank achieved, years of service, honorable discharge, key accomplishments, special recognition, awards, etc.). 



Professional Organizations/Affiliations: (e.g. American Management Association, American Marketing Association etc)

Name of Organization: (include city/ state or chapter) 






Leadership Roles Held 










Publications / Presentations: Title / Periodical / Location / Date (Please begin each on a new line)

Patents and Copyrights (You can also include here your work on projects that resulted in copyright and patents, so long as you make clear your real contribution)

Computer Skills— (include hardware, operating systems, software, Internet, e-mail, etc.) 
Hardware











Operating Systems 










Software Applications 










Other if relevant










Foreign Languages: (indicate level of fluency and if verbal/written)





Global Experience, Cultural Diversity Awareness

List of countries in which you’ve lived - 








Corporate Awards / Recognition (Indicate where and when received) 





Community / Volunteer Activities (name of organization, years involved, positions held)



Hobbies / Interests— 
PROFESSIONAL EXPERIENCE

Begin with present employer / project. Include self-employment, contract and volunteer or unpaid work if it applies to your career target. 
Name of company: 










City/State: 








Dates of employment: 




Your actual job title: 










Your functional /working job title if different from actual title: 





Title of person you report to





Number of people you supervise: 



Their titles or functions: 










Briefly describe the size of the organization (volume produced; revenues; number of employees; local, national or international, etc.) 








What it is that they do, make, or sell. 








Where do they rank in their industry in terms of their competitors? 





ACTION VERBS

	Accomplished
	Adapted 
	Administered
	Advised
	Aided
	Analyzed
	Approved

	Arranged
	Authorized
	Bid
	Budgeted
	Chaired
	Changed
	Compiled

	Consolidated
	Consulted
	Coordinated
	Created
	Decided
	Delegated
	Designed

	Directed
	Disciplined
	Documented
	Enhanced
	Evaluated
	Fabricated
	Facilitated

	Formulated
	Formed
	Gathered
	Handled
	Hired
	Identified
	Implemented

	Interpreted
	Interviewed
	Investigated
	Learned
	Maintained
	Motivated
	Negotiated

	Operated
	Organized
	Outlined
	Oversaw
	Persuaded
	Planned
	Prepared

	Prioritized
	Processed
	Procured
	Produced
	Provided
	Recommended
	Recorded

	Reorganize
	Researched
	Reviewed
	Revised
	Scheduled
	Screened
	Studied

	Supervised
	Supported
	Taught
	Translated
	Trained
	Transformed
	Undertook

	Used
	Utilized
	Wrote
	Won
	
	
	


