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Resume Outline Worksheet
Name:   ____________________________________________________________
Address: 

Telephone:    ________________________________________________________ 
Email Address:  ____________________________________________________________

Summary of Qualifications
**List skills, achievements, experience, training and education that is relevant 
to the position you are applying to**
· _______________________________________________________
· _______________________________________________________
· _______________________________________________________
· _______________________________________________________
· _______________________________________________________

Employment Experience
Most Recent/Current Position: ________________________________________________

Employer/Organization: _____________________________________________________ 

City/Province: _____________________________________________________________

Year – Year: ______________________________________________________________

***List relevant responsibilities you did while in this position
· _________________________________________________________

· _________________________________________________________

· _________________________________________________________

· _________________________________________________________
Employment Experience Continued

2nd Most Recent Position: ___________________________________________________

Employer/Organization: _____________________________________________________ 

City/Province: _____________________________________________________________

Year – Year: ______________________________________________________________

***List relevant responsibilities you did while in this position
· _______________________________________________________

· _________________________________________________________

· _________________________________________________________

· _________________________________________________________


3rd Most Recent Position: ________________________________________________

Employer/Organization: _____________________________________________________ 

City/Province: _____________________________________________________________

Year – Year: ______________________________________________________________

***List relevant responsibilities you did while in this position

· _______________________________________________________

· _________________________________________________________

· _________________________________________________________

· _________________________________________________________






Education 
**** Include detailed information if relevant to the position you are applying to****

School/Educational Institution: _______________________________________________

Degree/Diploma/Certificate _____________________________________________________ 

City/Province: _____________________________________________________________

Graduation Year: _____________________________________________________________

· _________________________________________________________

· _________________________________________________________

· _________________________________________________________

School/Educational Institution: _______________________________________________

Degree/Diploma/Certificate _____________________________________________________ 

City/Province: _____________________________________________________________

Graduation Year: _____________________________________________________________

· _________________________________________________________

· _________________________________________________________

· _________________________________________________________











Volunteer Experience
**** Include detailed information if relevant to the position you are applying to****

Most Recent/Current Position: ________________________________________________

Organization/Event: _________________________________________________________ 

City/Province: _____________________________________________________________

Year – Year: ______________________________________________________________

· _________________________________________________________

· _________________________________________________________

· _________________________________________________________


2nd Most Recent/Position: ________________________________________________

Organization/Event: _________________________________________________________ 

City/Province: _____________________________________________________________

Year – Year: ______________________________________________________________

· _________________________________________________________

· _________________________________________________________

· _________________________________________________________

Trainings and Certifications
List the Training, Location, and Year
· _________________________________________________________

· _________________________________________________________

· _________________________________________________________

· _________________________________________________________
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