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WORDSWORTH WRITING, EDITING, AND RESEARCHING SERVICES

RESUME FILL-IN FORM

Instructions: Fill in as many of the spaces below as you can or think is relevant to the position you are applying for, and e-mail this form to Wordsworth at editor@wordsworthwriting.net.  We will edit and format your resume and e-mail it right back to you!  If you have a sample resume, you can attach that instead of (or in addition to) this form.  Please prepay for the resume service by clicking on our PayNow button at our Web site (www.wordsworthwriting.net) or send a check for $50 to Wordsworth, PO Box 4083, Palmer, AK 99645.  Be sure to include your e-mail address and phone number with your check and note that you need a resume.

1. NAME:
2. MAILING ADDRESS:

3. PHONE:

4. SECOND PHONE NUMBER (if you want to list one):

5. FAX:

6. E-MAIL:

7. JOB OBJECTIVE:
(Examples: A dental hygienist position.  A clerical position in a law office.  A part-time college math teaching position.)
8. EDUCATION: 
(List month and year of degree or years of study if no degree obtained, degree and major, and school name, city, and state).  This section can include college degrees, certifications, workshops and special studies/training.  Put in chronological order with the most recent listed first.  Examples:

· 6/04  B.A. (English) expected, University of Washington, Seattle, WA
· 6/02 A.A. (Communications), Green River Community College, Auburn, WA

· 5/00-12/01 General studies (38 credits), Oregon State University, Corvallis, OR
· 8/99 Microsoft Office User Specialist Certification
Note that the first example is how to handle a degree that you are currently working on and expect to achieve soon (within the next year).  The first one is how to handle a college that you attended but did not receive a degree from.  
List your degrees and training here:
If you do not have degrees or certifications, you might want to list relevant courses, as in this following example:

Relevant College Coursework:

· Technical Writing

· Microsoft Word

· Advanced Microsoft Word

· Desktop Publishing

List relevant coursework here (optional):

9. SKILLS (Optional Section):  
The skills section is often a bulleted list of relevant skills to a certain position.  It is often only used when work experience or education sections are weak, or certain skills need to be highlighted.  It is up to you whether you want to include this section.  Here are some examples:

· Typing: 95 wpm

· Microsoft Office programs
Add Your Skills Here:

10. WORK EXPERIENCE:  
List month/year to month/year, your title, name of company, city and state.  Then list your duties.  Leave out “I’s” (first person); start with verbs (we can fix this if you are not sure how to do this.)  List most recent first.
Examples:  

6/00-12/02   
Proofreader, Advanstar Publishing (Eugene, OR)

Edited technical articles for 12 magazines using various house styles, including Chicago Manual of Style.  Checked spelling, grammar, and punctuation as well as style.
8/74-8/92
Owner, Handyman Construction Company (Anchorage, AK)

Supervised, wrote bids, performed construction work, hired laborers and subcontractors.  Performed all phases of residential construction from footings to shingles.  Built additions, garages, duplexes, and single family homes.  Oversaw maintenance and remodeling.

List your work experience below:
11. COMMUNITY SERVICE: 
You can include volunteer work under work experience, or list separately, if you have any to list that is relevant to this job.  Example:

2/99-4/02
Treasurer, STOP the Overpopulation of Pets, Inc. (Palmer, AK)

Served as a member of the board of directors of this nonprofit organization.  Handled bookkeeping, prepared financial statements, kept membership and donation data in Excel tables, assisted in preparing annual reports and proposals.  Wrote newsletter articles.
12. REFERENCES: 
We usually just state Available upon request, but if you think it’s important to include references, include their names, titles, companies, addresses, and phone numbers here.  Include three references.
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