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Resume Brainstorming Worksheet

Before writing your resume, use this worksheet to organize your thoughts and experiences. This will help you create a resume that is strategic, personalized, and focused on results. Remember you want your resume to be no more than 2 pages long.


1. Contact Information
Full Name: ____________________________
Phone Number: ____________________________
Email Address: ____________________________
LinkedIn Profile: ____________________________
Location (City/State): ____________________________


2. Career Summary or Objective
What are your current career goals or the type of role you're targeting?











3. Work Experience
List your past jobs, including title, company, location, and dates. Include 3–5 key accomplishments for each role.

Job Title #1: ____________________________
Company: ____________________________
Location: ____________________________
Dates of Employment: ____________________________

Key Accomplishments:
	· 
	· 
	· 
	· 
	· 

	· 
	· 
	· 
	· 
	· 



Job Title #2: ____________________________
Company: ____________________________
Location: ____________________________
Dates of Employment: ____________________________
Key Accomplishments:
	· 
	· 
	· 
	· 
	· 

	· 
	· 
	· 
	· 
	· 



Job Title #3: ____________________________
Company: ____________________________
Location: ____________________________
Dates of Employment: ____________________________
Key Accomplishments:
	· 
	· 
	· 
	· 
	· 

	· 
	· 
	· 
	· 
	· 






4. Education & Certifications
Degree(s): ____________________________
School(s): ____________________________
Certifications/Licenses: ____________________________
Relevant Coursework or Honors: ____________________________


5. Skills
List technical, soft, or industry-specific skills:
	· 
	· 
	· 
	· 
	· 

	· 
	· 
	· 
	· 
	· 




6. Volunteer Experience
Organization: ____________________________
Role/Responsibilities: ____________________________
Impact or Achievements: ____________________________

7.  Additional Notes or Highlights
Include anything else you’d like to showcase on your resume (e.g., languages, projects, awards):


image1.PNG
On Poinl Resume & Coaching Services




