Pocket Resume Instructions

You are going to be leaving school soon and entering the work place or preparing for vo-tech.

The information contained in this Pocket Resume will come in handy sooner or later.

You need to fill in the requested information and return it to me and I will print it in a condensed format.

The only information I do not want is your social security number. You can write that in later.

It always a good idea to keep your social security number as private as possible.

This information is due back to me by the end of class on Wednesday.

Pocket Resume Information

Name__________________________________  Social Security Number_____________

Address___________________________________ City_____________  State_____

Zip Code

Phone Number_________________   E-Mail_________________________

High School_______________________________

High School Address___________________________________

High School Phone Number__________________________

High School Counselor____________________________

Hobbies and Interests

________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________
School and Community Activities

________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________
Honors and Recognition

________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________
Special Skills and Strengths


Interpersonal Skills



Working on a team



Teaching others



Serving customers



Leadership

________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________


Technical Skills



Equipment



Computers



Machines



Etc.

________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Thinking Skills



Creative



Problem Solver/Analytical



Able to learn quickly/Adaptable

________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________
Licenses and Special Training

________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Previous Employment/Volunteer Experience

Employer______________________________________  Date Employed__________

Address________________________________________

Supervisor______________________________________ Phone________________

Employer______________________________________  Date Employed__________

Address________________________________________

Supervisor______________________________________ Phone________________

________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

References

Name___________________________________________

Phone____________________________   Position

Name___________________________________________

Phone____________________________   Position

Name___________________________________________

Phone____________________________   Position

