Resume Development Questionnaire
General Overall Information about this form: 

If the information is already on your resume, you don’t have to complete the sections on here again – just indicate on resume.  If you are not sure how to complete any part of the document, just leave it blank – it’s just to help me get a feel for what your resume should include. 

Header:

Name and contact information as you would like it to appear on your resume: 

Name, address, state, zip, phone (Indicate if home or cell) and Email

	


Objectives/Professional Profiles:

I need to know what type of field you are looking for work in – It helps for me to know some examples of some job titles that you would most likely be applying. By giving me job titles, it helps me do some searching nationally for buzz words and key competencies to include for that line of work. This also helps for those resume scanning software programs that some employers have now to make sure your resume shows up through programs like that. 
Example:  Nursing Buzz words might be: Patient Care, Admissions, Schedule Oversight, Emergency / Trauma Expertise… 

Do you have an actual Job Advertisement that you want to apply for or something pretty close that you will be looking for? Again – this will help me pull out those key words, phrases and etc…  If you do – you can paste the link to the job advertisement on the next line or you can copy and paste the wording right onto this document. 
Work History:

Most of you will submit y our old resume that has a lot of this information already on there.  Typically resumes only go back for ten maybe fifteen years in most cases… However if you have relevant experience that you want to include beyond ten years, then that’s fine – 

You just don’t want your resume to be a job obituary, you don’t want the reader to have to read pages and pages of information that is all job description with no accomplishments or no examples of how you made a difference within that company. It is much stronger to just hit the high points of your responsibilities and include the things that made you stand out. 
Most Recent Employment goes here first: 

	Name Of Employer: 
City and State:  
Date Started:  
Date Ended: 
Job Title:  
Job Duties:  
Accomplishments:



Next Employment: 

	Name Of Employer:
City and State: 

Date Started:  

Date Ended: 

Job Title: 

Job Duties: 

Accomplishments:




Previous Employment: 

	Name Of Employer:
City and State: 

Date Started:  

Date Ended: 

Job Title: 

Job Duties: 

Accomplishments:




Previous Employment: 

	Name Of Employer:
City and State: 

Date Started:  

Date Ended: 

Job Title: 

Job Duties: 

Accomplishments:




Education/Credentials: Highest Degree Earned First:

If you have college information, you do not need to list your High School unless you want to list it. Also, I don’t need the GPA unless you want to include it with your degree. Most people don’t list their GPA if you have been out of school for a while or if it wasn’t at least a 3.5. Also relevant classes are typically on put on there for student resumes.

Name of School: 

City and State: 
Degree Earned: 

Date Earned: 

GPA: 
Relevant Classes if you’d like to note them: 
Name of School: 

City and State: 

Degree Earned: 

Date Earned: 

GPA: 

Relevant Classes if you’d like to note them: 

Name of School: 

City and State: 

Degree Earned: 

Date Earned: 

GPA: 

Relevant Classes if you’d like to note them: 

Military Service: 

	List Dates, Branch of Service, Dates of Service and anything you’d like to add:



List of your qualifications/transferable skills:

	List any skills or qualifications, certifications or licenses you’ve achieved. 



Computer Skills/Technical Proficiencies: 

	


Anything else that would be helpful for me to design a winning resume for you! 
	


