PV Résumé Worksheet
Name:     ​​​​​​​​​​           _______________________________________________________________



        First



MI



Last 

Address:             _______________________________________________________________ 

City, State, Zip:  _______________________________________________________________

Telephone:  (530) ___________________

Objectives

Seeking a job at this time to (check no more than three):


_____ assist with my educational expenses


_____ establish myself independently

_____ assist with my living expenses


_____ move toward my career goal

_____ gain experience in the world of work

_____ help support my family

_____ gain experience in my fields of interest

_____ obtain a more challenging job

_____ other (specify) ______________________________________________________

My long-range career goal is to become a(n) __________________________________________
Education/Training

My major high school course emphasis is (check/complete one):


_____ general studies




_____ college preparation

_____ vocational program for (occupation): ____________________________________


_____ other (specify): _____________________________________________________

Courses and activities where I learned important employment skills (list no more than six where you learned skills consistent with your job and career goals):


_________________________________

______________________________


_________________________________

______________________________




_________________________________

______________________________

Job Experience (three from the six below to go on PV Résumé)

Paid Job Experience—Give your three best paid job experiences in the following section:

Employer’s Name: _______________________________ City ______________________ State ____ Zip ________

Telephone:   ________________________ Employment Dates ______/______ to ______/______






                           Month/Year                          Month/Year

Duties: ________________________  ___________________________  ____________________________

Employer’s Name: _______________________________ City ______________________ State ____ Zip ________

Telephone:   ________________________ Employment Dates ______/______ to ______/______






                           Month/Year                          Month/Year

Duties: ________________________  ___________________________  ____________________________

Employer’s Name: _______________________________ City ______________________ State ____ Zip ________

Telephone:   ________________________ Employment Dates ______/______ to ______/______






                           Month/Year                          Month/Year

Duties: ________________________  ___________________________  ____________________________

Examples of Paid Jobs:
assembly line worker 

cleanup person
    house sitter

    newspaper deliverer
stock clerk


assistant manager

computer operator   
    house cleaner

    pet sitter

  
switchboard operator

auto mechanic helper

cook

    inventory clerk

    playground worker
  
ticket seller

babysitter


counter helper
    janitor

    
    receptionist

tutor

bookkeeper

dishwasher
    
    laboratory helper
   
    salesperson

 typist

bus person


entertainer
   
    lawn & garden worker
    secretary

 usher

car wash worker

file clerk

    library worker

    security guard

 waiter/waitress

cashier


food preparer
    manager

         
    service station attendant
 word processor

Voluntary Job Experience—Give your three best voluntary job experiences in the following section by selecting from the examples listed below.

Voluntary Job: ________________________________ City _____________________ State __________ Zip________

Telephone: ____________________________ Volunteer Dates  ______/______ to  ______/______







       Month/Year                     Month/Year

Duties: ______________________________  _______________________________  ____________________________

Voluntary Job: ________________________________ City _____________________ State __________ Zip________

Telephone: ____________________________ Volunteer Dates  ______/______ to  ______/______







       Month/Year                     Month/Year

Duties: ______________________________  _______________________________  ____________________________

Voluntary Job: ________________________________ City _____________________ State __________ Zip________

Telephone: ____________________________ Volunteer Dates  ______/______ to  ______/______







       Month/Year                     Month/Year

Duties: ______________________________  _______________________________  ____________________________

Examples of Volunteer Jobs:

audio/visual aide
coach


library aide
school events worker

telephone contact worker
babysitter

convalescent hosp. aide  
paper drive worker
scout project leader

timekeeper

bilingual aide
drama assistant

precinct worker
sports team manager

tutor

blood drive worker
fund raising worker

recreational aide
swimming instructor

wildlife rescue worker

camp counselor
hospital helper

recycle center helper
teacher’s aide

youth group leader

Strengths and Abilities

In the spaces provided below, write a statement describing your special strengths, abilities, interests, and accomplishments, which you want an employer to know when considering you for a job.

Make your statement clear and brief as possible. Be specific, use correct punctuation and spelling, give examples of how you have applied your strengths and abilities, and personal or job successes that resulted. The statement should show an employer how well you can organize and express your thoughts in writing.

The following is a list of positive characteristics you can review as possible main points for your statement. Do not use more than five items from the list; three are sufficient for a strong statement.  Get help if you need it, but use your own words and writing style, so that the result will be your statement.

Positive Characteristics to Consider for Your Statement:

ability to organize


experience working with money

loyal


team contribution

ability to work with others

first aid experience


mechanical ability

works well with numbers

artistic



follow directions


persistent


writing ability

bilingual



good at working with your hands

planning and 


capable



honest



completing activities

Other Items:
careful



intelligent



pleasant personality

achievements

dependable


leadership



problem solving

awards
experience working with

learn quickly


punctual


honors

children



logical



reliable


leadership

experience working with





stamina-physical or

memberships
minorities







emotional


Your statement:

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

References:
When you are being considered for a job, an employer will often want to contact responsible persons who can verify your experience and job qualifications. Include the names, addresses, and telephone numbers of up to three adults who have agreed to serve as references for you.


Reference Name:
____________________________________________________________________


Occupation:
____________________________________________________________________


Name of Business: ___________________________________________________________________


Address:

____________________________________________________________________


City, State, Zip:
____________________________________________________________________


Telephone:
(530) _______________________________________________________________


Reference Name:
____________________________________________________________________


Occupation:
____________________________________________________________________


Name of Business: ___________________________________________________________________


Address:

____________________________________________________________________


City, State, Zip:
____________________________________________________________________


Telephone:
(530) _______________________________________________________________


Reference Name:
____________________________________________________________________


Occupation:
____________________________________________________________________


Name of Business: ___________________________________________________________________


Address:

____________________________________________________________________


City, State, Zip:
____________________________________________________________________


Telephone:
(530) _______________________________________________________________













