
   
 

Name (first & last): _______________________________________________________________________ 
 
Address: ________________________________________________________________________________ 
 
City: _________________________ State: ________________________   Zip Code: ___________________ 
 
Telephone Number: ____________________   E-mail: ___________________________________________ 
 
 
 

Work Experience (Most recent first-can include volunteer work/internship) 
 

Job Title: ____________________________      Employer:  _______________________________  

City/State:  __________________________      Dates: ___________________________________  

 

Duties: __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 

Job Title: ____________________________      Employer:  _______________________________  

City/State:  __________________________      Dates: ___________________________________  

 

Duties: __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 

 

RESUME WORKSHEET 

https://sw.edu/


 
Job Title: ____________________________      Employer:  _______________________________  

City/State:  __________________________      Dates: ___________________________________  

 

Duties: __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 __________________________________________________________________________________ 

 
Skills/Certifications/Qualifications/Honors & Awards:  
_________________________________  _________________________________ 
_________________________________  _________________________________ 
_________________________________  _________________________________ 
_________________________________  _________________________________ 
  
 

Education (Most recent first) 
Degree: (Completed or In Progress): ________________________________________________________ 
 
High School or College Attended: _______________________________________________G.P.A _______ 
 
City: __________________   State: ______   Start Date (M/Y) ________Graduation Date (M/Y)_________ 
 
Degree: (Completed or In Progress): _________________________________________________________ 
 
High School or College Attended: _______________________________________________G.P.A _______ 
 
City: __________________   State: ______   Start Date (M/Y) ________Graduation Date (M/Y) ________ 
 

 
Contact Career Services for resume assistance:   
276.964.7262 or 276.964.7562 
careerservices@sw.edu  
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