The Career Passport Portfolio

Resume Writing 

Heading Information

· Personal Information

· Name (first, middle, last title)



· Address (do not abbreviate)



· City, State Zip



· Telephone (area code and phone)



· Fax (area code and phone)



· E-mail



Make an Outline of Information

· Information needs to be collected for the following areas:

· Education

· Extra Curricular Activities


· 
Honors and Awards
· Work Experience

· 
Personal Skills

· References

Education

· You will need to include the following information for each high school, college, or technical school you have attended:

· School Name



· School address



· City, State, Zip



· Phone Number



· Dates attended



· Potential graduation date



Extra Curricular

· You will need to gather the following information for each activity:

· Years of involvement



· Activity Group



· Type of Involvement



Honors And Awards

· You will need the following:

· Name of award you received, and the year you received it

Work Experience

· You will need to gather the following information:

· Dates you worked

· Title of position you held

· Name of company, address, phone

· Name of supervisor

DATES:
DATES:
DATES:


TITLE:
TITLE:
TITLE:



COMPANY:
COMPANY:
COMPANY:


SUPERVISOR:
SUPERVISOR:
SUPERVISOR:


Personal Skills

· You will need to gather a list of your own personal skills:


Technology
Foreign Languages
Instruments

References

· You will need to gather information for THREE references.

· These people cannot be students and should be full time employees.

· You need their name, career title, address, phone


Reference #1
Reference #2
Reference #3

Name





Title





Address





Address





Phone





Additional Information

