Superior Administrative Solutions

‘Resume Information Sheet’
A good resume requires accurate, complete information. Please try to include all relevant information regarding your goals, skills, experience and education. Make sure to list all relevant accomplishments. Don't sell yourself short!

PERSONAL INFORMATION
	Name:
	
	      Phone:
	

	Address:
	
	City/Zip
	

	Email:
	
	
	

	URL (web portfolio):
	


Career Objective: (specific job title if possible or describe the type of work you are seeking)

	

	

	


Current Salary





Expected Salary

	
	


Long-Range Career Goals 
	

	


Purpose of Résumé 
	

	

	


What are your Personal Strengths?

	

	

	


Are you willing to relocate?  Yes (   ) No (   )    

Are you willing to travel?   Yes (   ) No (   )   
Is this a career change for you?  Yes (    ) No (    )

College Education:

	School Name:
	

	City/State:
	
	Grad. Year?
	

	Degree/Major:
	

	Minor
	
	GPA (optional)
	


College Education:

	School Name:
	

	City/State:
	
	Grad. Year?
	

	Degree/Major:
	

	Minor
	
	GPA (optional)
	


College Education:

	School Name:
	

	City/State:
	
	Grad. Year?
	

	Degree/Major:
	

	Minor
	
	GPA (optional)
	


High School Education:

	School Name:
	

	City/State
	
	Grad. Year?
	

	GPA (optional)
	
	
	


RELATED ACTIVITIES AND ACCOMPLISHMENTS
Awards/Clubs/Special Designations:

	

	

	

	

	

	


On-The-Job 0r In-Service Training Or Professional Seminars:

	

	

	

	

	

	

	


Other Job Skills: (computer software or systems known, typing skills, machines, etc.)

	

	

	

	

	

	

	

	


What Other Languages Do You Speak? What is Your Proficiency?
	

	

	

	


Publications / Presentations: Title / Periodical / Location / Date 

	

	

	

	


Community Activities (name of organization, years involved, positions held)
	

	

	

	

	


Do you have any Awards, Honors and Achievements?

	

	

	

	

	


Are You A Member of A Professional Organization Or Club? 

	

	

	

	

	


What Special Skills/Technical Skills, etc Do You Possess?

	

	

	

	

	

	


WORK EXPERIENCE 

Current or Most Recent Job:
	Employer:
	

	City, State: 
	

	Dates: 
	

	Job Title:
	

	Who did you report to?
	

	# of people you supervised?
	

	Nature of the company?
	


Job Description: (What did you do? List responsibilities as detailed as possible)
	

	

	

	

	

	


List Key Accomplishments: (Emphasize results and accomplishments! Use numbers and percentages where possible.  Be clear and concise!)

	

	

	

	

	

	

	

	

	


Next Most Recent Job:
	Employer:
	

	City, State: 
	

	Dates: 
	

	Job Title:
	

	Who did you report to?
	

	# of people you supervised?
	

	Nature of the company?
	


Job Description: (What did you do? List responsibilities as detailed as possible)

	

	

	

	

	

	


List Key Accomplishments: (Emphasize results and accomplishments! Use numbers and percentages where possible.  Be clear and concise!)

	

	

	

	

	

	

	

	

	


Next Most Recent Job:
	Employer:
	

	City, State: 
	

	Dates: 
	

	Job Title:
	

	Who did you report to?
	

	#  of people you supervised?
	

	Nature of the company?
	


Job Description: (What did you do? List responsibilities as detailed as possible)

	

	

	

	

	

	


List Key Accomplishments: (Emphasize results and accomplishments! Use numbers and percentages where possible.  Be clear and concise!)

	

	

	

	

	

	

	

	

	


Next most recent job:

	Employer:
	

	City, State: 
	

	Dates:
	

	Job Title:
	

	Who did you report to?
	

	#  of people you supervised?
	

	Nature of the company?
	


Job Description: (What did you do? List responsibilities as detailed as possible)

	

	

	

	

	

	


List Key Accomplishments: (Emphasize results and accomplishments! Use numbers and percentages where possible.  Be clear and concise!)

	

	

	

	

	

	

	

	

	


Next most recent job:

	Employer:
	

	City, State: 
	

	Dates:
	

	Job Title:
	

	Who did you report to?
	

	#  of people you supervised?
	

	Nature of the company?
	


Job Description: (What did you do? List responsibilities as detailed as possible)

	

	

	

	

	

	


List Key Accomplishments: (Emphasize results and accomplishments! Use numbers and percentages where possible.  Be clear and concise!)
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