Name ___________________
Business Communications - Gathering Information for Your Resume 

Instructions: Save this document in your Office 365 Account in your folder Find the Career You Love.
· Save this document as Gathering Information for Your Resume.
· Double-click on each line to fill your information.
· Save your changes.
· Share to tellsworth@fillmorecsd.org when completed.

Part 1 - Student Information
Student Name:  ______________________________________________________________
Student Address _____________________________________________________________

Part 2 - Education
Name of High School:  ________________________________________________________
Address of High School:   ______________________________________________________
Expected Date of Graduation:  __________________________________________________
Special Skills/Transferable Skills (try to list at least 5)
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

Part 3 - Athletics/Interests:
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

Part 4 - Groups you are involved in:
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

Part 5 - Honors/Awards & Years Given
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________



Part 6 - Work Experience – Paid or Voluntary Work (list most recent jobs first)
Employer 1 
Name of Employer:  __________________________________________________________
Address of Employer:  _________________________________________________________
Employer’s Phone Number:  ____________________________________________________
Your job title at this employer: __________________________________________________
Dates Employed from:  ________________________   to: ____________________________
Reason for leaving: ___________________________________________________________
___________________________________________________________________________

Employer 2
Name of Employer:  __________________________________________________________
Address of Employer:  _________________________________________________________
Employer’s Phone Number:  ____________________________________________________
Your job title at this employer: __________________________________________________
Dates Employed from:  ________________________   to: ____________________________
Reason for leaving: ___________________________________________________________
___________________________________________________________________________

Employer 3
Name of Employer:  __________________________________________________________
Address of Employer:  _________________________________________________________
Employer’s Phone Number:  ____________________________________________________
Your job title at this employer: __________________________________________________
Dates Employed from:  ________________________   to: ____________________________
Reason for leaving: ___________________________________________________________
___________________________________________________________________________

Always ask a person to be your reference before using them.
Part 7 – Personal References (non-family members) 
Personal Reference 1
Name of Reference:  ____________________________________________________________  
Title of Reference:  ____________________________________________________________  
Address of Reference:  __________________________________________________________
Phone Number of Reference:  ____________________________________________________
Relationship of Reference:  ______________________________________________________
Years you have known reference:  _______________________________________________

Personal Reference 2
Name of Reference:  ____________________________________________________________  
Title of Reference:  ____________________________________________________________  
Address of Reference:  __________________________________________________________
Phone Number of Reference:  ____________________________________________________
Relationship of Reference:  ______________________________________________________
Years you have known reference:  _______________________________________________

Personal Reference 3
Name of Reference:  ____________________________________________________________  
Title of Reference:  ____________________________________________________________  
Address of Reference:  __________________________________________________________
Phone Number of Reference:  ____________________________________________________
Relationship of Reference:  ______________________________________________________
Years you have known reference:  _______________________________________________

Part 8 - Professional References
Professional Reference 1
Name of Reference:  Mrs. Tricia Ellsworth
Title of Reference:  High School Business Teacher
Address of Reference:  Fillmore Central School, 104 West State Street, Fillmore, NY  14735
Phone Number of Reference:  585-567-2251
Relationship of Reference:  High School Business Teacher
Years you have known reference:  _______________________________________________

Professional Reference 2
Name of Reference:  Ms. Stephanie Cook
Title of Reference:  Guidance Counselor
Address of Reference:  Fillmore Central School, 104 West State Street, Fillmore, NY  14735
Phone Number of Reference:  585-567-2251
Relationship of Reference:  High School Guidance Counselor
Years you have known reference:  _______________________________________________

Professional Reference 3
Name of Reference:  Mr. Michael Dodge  
Title of Reference:  Superintendent  
Address of Reference:  Fillmore Central School, 104 West State Street, Fillmore, NY  14735
Phone Number of Reference:  585-567-2251
Relationship of Reference:  School Superintendent
Years you have known reference:  _______________________________________________


