ASSIGNMENT 3.4f: Resumé Work Experience                      NEATNESS COUNTS!
7.       Work Experience (Please note: Because you are students, it is recommended that you 
list education before work on your resumé,because education is your area of strength. Once you have finished school, list work experience first.)

It is frustrating trying to put down work experience on your resumé when you have little or no experience. You must always tell the truth on your resumé, but sometimes you can be creative and truthful. For example, instead of writing “babysitter” write “Child Care Provider;” instead of “cutting grass” write “Garden Service Provider.” Think about chores that you have done regularly at home as “Domestic Service Provider.”

· list part-time, summer, or full-time employment

· list your most recent employment first

· identify the most recent year first
· identify job title or position

· show employer’s name and city

· describe specific duties and responsibilities at work

KNOWLEDGE (25)                                                                        THINKING (25)     
	Dates worked
	Job Title/Position
	Employer’s name
	City of the job
	Duties/responsibilities/accomplishments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


8.    Special Interests (for example: hobbies, clubs, organizations, recreational activities)
Keep a complete list of interests in your personal data bank. However, when it comes to designing 
a resumé for a particular job, select only those interests that complement the job. It is probably best 
not to use “hanging out at the mall” as a special interest on your resumé. Always be professional!
     APPLICATION (25)
     Recreational Activities


  Hobbies
     1. _____________________________________ 1. _______________________________________

     2. _____________________________________ 2. _______________________________________

     3. _____________________________________ 3. _______________________________________
     4. _____________________________________ 4. _______________________________________

     5. _____________________________________ 5. _______________________________________
     COMMUNICATION (25)
     Clubs/Organisations


            Other
     1. _____________________________________ 1. _______________________________________

     2. _____________________________________ 2. _______________________________________

     3. _____________________________________ 3. _______________________________________
     4. _____________________________________ 4. _______________________________________

     5. _____________________________________ 5. _______________________________________

