The following four pages are examples of filling out your resume/ application data
sheet to assist you in preparing to create your own professional resume.

Resume/Application Data Sheet

Full Name

Nombre Complete  J erwifer Elaine Compton

E-Mail Address 2 ;

Direccién de Correo Electrénico Jecompton8 3@avnymail.com

Mailing Address .

m,moﬁ 1234 MichigarAvenue

Ci State Zip Code

autgaa Anytown Estado L Codigo Postal 00077
Home Phone 555-555-5567 |Cell Phone Work/Other

Telepono de Domicilio Mobil 555-666-9887 | TrabajoiOtro  555-654-3289

@ Over 20 yeary of responsible work experience
2 Bachelor of Science Degree invSocial Work:
§ = Supervigory Experience
"§ g Great Leadership Skilly
e Z.:‘:g Initiated Adopt-A -Grandparent Program al Junior High School
© 3 Plarnned and coordinated, variouy programy for senior citigensy
g ] Outitanding Comwmunication Skilly
g i Work well independently as well ay part of a team
i s
>
@
O

Company Name - A Dates of Employment Fechas de Trabajo
Nombre do Compents. | O SRS Unbversily 08/86 to Present

City Cudad  Anytown State Estadc  Texas

Title of Position Held

Titulo de Posicién Sostenida PW Director

Responsibilities (Brief and Concise) Resporuible for mupervising Volunteer Aclivitiey
Responsabilidades (Breve y Conciso) Department of a large university

Trained; recruited and scheduled 60 volunteery for a nursing home visitation
progros Developed ligtening skilly thwough work for Friends of The Elderly

Experencia Professional

Progromu Assisted elderly with reading and writing correspondence: Initiated
Adopt-A -Grandparent Program al Junior High School providing group
activitiey for studenty and elderly inv the community. Edited bi~monthly

3-Work Experience

volunteer activity newsletter.
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Resume/Application Data Sheet, Page 2 Name Nombre Jennifer Elaine Compton.

Company Name ’ Dates of Employment Fechas de Trabajo
Nombre de Compania L7 ick-Manor 08/84 t© 07/86
City Ciudac Anytownw State Estade  Texas

Title of Position Held . p ;
Tiulo de Posicion Sostenida Assistoant Activitiey Director

Responsibilities (Brief and Concise)
Responsabilidades (Breve y Conciso)

Resporsibilities ivwolved supervising regional conference for Girl Scouty of

America. Handled staffing, accommodationy and progromming

arrangementy. Also- created reality -ovientationw programy for mentally

Company Name
Nombre de Compania

Dates of Employment Fechas de Trabajo

Senior Citigens Conlition 01/81 © 06/8%

City Ciudad Arytowry State estaco  Texas

Title of Position Held ogram Assistant
Titulo de Posicidn Sostenda P A

Responsibilities (Brief and Concise)
Responsabilidades (Breve y Conciso)

Responsidle for plavwning and coordinating educational;, healthvand

social programy for Senior Citizeny Coalition, resulling iv increased

weekly programw participation by 40 participanty. Also-assisted in

development and desigy of monthly newsletter.

Company Name Dates of Employment Fechas de Trabajo
: County Cowrthouse
Nombre de Compania 12/76 to 10/80

City Ciuda¢ Arnytown State Estade  Texas

Title of Position Held ¥
Thulo de Posicién Sostenida Cowrt Clerks T)/P ut

Responsibilities (Brief and Concise)
Responsabliidades (Breve y Conciso)

Responsibilitiey ivwolved managing and typing court documenty

Maintiined, court docket onv a daily basiy

Also- responsible for filing and answering telephoney ay well ay

maintaining orvder inthe Clevk’s Office.




Resume/Application Data Sheet, Page 3  Name Nombre Jenwnifer Elaine Compton
University 1o, a4 State University

Universidad
GiylStele, Anytown Teras pespitenied 1078, ® 1981
# Hours Completed Degree Graduadoe v Yes QNo 1 Associates
# Horas Completadas v BA O MA/MS QPhD QOther
c
o M ) M
:.§ 5 mﬂ%& Social Work Minor  Gerontology
g
I} | p
_g 9,2,,39,3{,[’“9 Schoo Yancy Junior College
S Bl City/Stat Years Att t
ol SIS, Anytowny Texay S 1 e
# Hours Completed Degree Graduado ¢ Yes U No v Associates
# Horas Completadas BA O MA/MS QPhD Q Other
Majo { Minor
oy o'd Social Work Courses vl
High School ¢ Diploma/GED Y (
Eslcguelas Stpoer?oroSecundana Webster HL@‘VSC}'&OO{/ Dx:)‘l)oga}(}aég v.ee; Qo
City/State ebster, Texas Highest Grade Completed
Ct:tgad/Estado w T Gl.agdo Més Alto Completado 12
Equipment/Machinery Computer Programs
Equipo o Maquinaria Programas de Computadoras
v 10-Key Calculator < Forklift Microsoft v Filemaker Pro
.y v Computer 4 Scissorlift v Word 4 Lotus
— & v Copier < Welding Equipment |  Excel - Pagemaker
k-] vFax Machine < Hand Tools v PowerPoint 2 Quark
-] 2Scanner A Drilling Equipment | ¢ Outlook v Quicken/QuickBooks
Toledd vMulti-Line Phone < Construction Equip Adobe 3 Print Shop
JRecording Equipment 1 Electrical Tools v lllustrator 2 InDesign
vVideo Equipment J Automotive Tools d Photoshop Q Canvas
J0ther < Other J Other < Other

Typing Speed (wpm) Velocidad de Escribir a Maquina 60

Management Skily Seminar, Arwtown, Texas, 01/83
Supervisory Training; Arwtowny Texas; 05/85

o))
c£8
=%
®© 5
6
3’&
= >
.9§
£ 8
8'e
7 8
©




Resume/Application Data Sheet Page 4 Name Nombre Jennifer Elaine Compton

bervigory Tn , 05/85

Award/ Employw of the: Month, 04/90
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Name v iicam J. Johmson
Mailing Address 12452 University Drive
Sy Anytown State  Touqy giog@co%ggal 00078
Company/Title . )
cOmpg\?aerb Director of Programs, Texas State University
Home Phone Work/Other
Telepono de Domicilio 555-555-1669 Trabajo/Otro 555'555'34‘00
ﬂoa,mg Janelle B. Hastings

23l Mailing Address 1348 Spring Creek Drive
gé’ Sidas Arytown State rexa, |2BC0%. 00072
FR Comrort - Supervisor, Senior Citigeny Coalition
g Home Phore . 555-555-2547 viorcUmer . SXE855.4600
e Name  Reverend, Fred Smith
Mailing Address 6433 Hymeadow Road
Slys  Anytown State 1oy [ZBC0% 00074
Company/Title Minister, West Hills Baptist Churchy
Teapono de el 555 -555-9090 | Taaarove | 555-555-8521
Name  Mayie Chandler
Mailing Address 35 parkside; Unit A-1
Suhs Anytorwn State ropas |285%9, 00071
CompanyTile School Teacher, Retired
e OT® 4 555-555-9895 R el 555-666-5874 cell




