RÉSUMÉ QUESTIONNAIRE
Please provide all the information requested to the best of your ability.  Some of the information asked for will not be included in your résumé however it may be useful in the review of your history. After completion, please return to:

charity.huberty@gmail.com 

CAP Systems / Phone: 651-592-1114

GENERAL INFORMATION

Name:


Address: 

City, State, Zip: 

Telephone Number(s) Home:
 Cell: 

E-mail Address: 

JOB OBJECTIVE

Indicate the type of job(s) you are looking for or would like to obtain.

PERSONAL STRENGTHS
List at least 5 words or phrases describing the best strengths you would bring to a potential employer: 

EDUCATION

Employers are always interested in the education of their prospective employees. Education can be a very important part of a resume depending on the type of position you are seeking. Be sure to stress your accomplishments in school. Skip the areas that do not pertain to you.

High School or GED

Did you receive a or a GED?
Yes

No 

Vocational or Technical School
Name of school:

City and State:

Attended from:
to

Graduated

Diploma or Certificate Earned:

Specialty or Concentration:


 GPA:

Honors, Awards, Accomplishments:

Skills Learned:

College (include Community or Junior Colleges)

Name of school:


City and State: 
Attended from:
to
Graduated

Diploma or Certificate Earned:

Specialty or Concentration:
 GPA: Honors, Awards, Accomplishments:

Skills Learned:

Extracurricular activities, professional fraternities or sororities, organizations, study groups, etc.: 

Work-Related Courses
List here any courses you have taken that are job-related. These can include short courses such as workshops and seminars and longer courses, either on-the-job or in educational institutions.

Course title:  
School name
City and State:
Date(s) course was taken:
Diploma or certificate earned 
Honors, Awards:

Skills learned: 
Additional Seminars or Workshops:

EMPLOYMENT HISTORY
List all work experience (part-time and full-time) in reverse chronological order. In other words, start with your most recent job and work your way backwards. The standard rule of thumb: Go back 10 years or 4 jobs.  If you are just out of school, show your summer employment, part-time work, and internships that you participated in. In this case, your education will be relevant to your prospective employer.

WORK EXPERIENCE
List your last position first. Include as many duties and responsibilities as you can recall.

1st Company Name: 


City and State: 
Title of your position: 
Dates of employment: From 

 To 
Description of duties and responsibilities: 

Accomplishments (for example: cost savings, increased sales, new systems and procedures, etc.: 
2nd Company Name 
City and State: 
Title of your position: 
Dates of employment: From 


To  
Description of duties and responsibilities: 

Accomplishments (for example: cost savings, increased sales, new systems and procedures, etc.:  

3rd Company Name: 
City and State:


Title of your position: 
Dates of employment: From 


 To 
Description of duties and responsibilities: 

Accomplishments (for example: cost savings, increased sales, new systems and procedures, etc.):

COMPUTER SKILLS AND ABILITIES
List all of your technical skills, such as office machines, computer knowledge, typing speed, stenography, mathematics, technical, art - whether as a professional, hobbyist, or student:

PC, MAC or BOTH?  Are you:


1.) Familiar with

2.) Knowledgeable about, or

3.) Proficient with: Please list any and all software programs (applications) that you can match with 1 or 2 above:

AWARDS AND HONORS

Award name, from whom and date received, significance of the award and any other details:  
EXTRACURRICULAR ACTIVITIES

Activity name, dates participated, duties and responsibilities, offices held, accomplishments:

MISCELLANEOUS

Are you willing to relocate? 

Travel? 
Membership in business or professional organizations:

MILITARY SERVICE

(if applicable)

Branch:

Rank (at Discharge):

Dates of Service:

Duties and Responsibilities: 

Special training and/or school attended: 

Citations, Awards, etc.:

Specific Accomplishments:


