WORKSHEET 14.3


NAME:


DATE:


PREPARING YOUR RESUMÉ
In anticipation of preparing your resumé, start thinking about the information that will appear on it. On the following lines, summarize your skills and qualifications and match them to the requirements of the job you are seeking. Use proactive words and verbs when writing information for your resumé. Here are some examples:
· Organized a group of after-school tutors for math and accounting courses

· Wrote and published articles for the school newspaper

· Participated in a student academic advisory board

· Developed a new accounting system

· Managed the petty cash accounts for the PTA

· Can keyboard 60 wpm.

You should not be discouraged if you have only a few action phrases to write at this time. You can add to your list as you continue your studies and become an active participant on your campus and with your courses of study.
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