Planning 10: Resume Prep Sheet		Name: ___________________
1.  PERSONAL INFORMATION:

Full Name:  ___________________________________	
Address (including city and postal code): _______________________________________________________
Home Phone:  _____________________	
Cell Phone:  _____________________ 
(Professional) e-mail address:  ________________________________	

2. EDUCATION and TRAINING:

Current school name: Porter Creek Secondary School
Current school address: 1405 Hickory Street, Whitehorse, Yukon. Y1A 4M4	
Expected graduation: ________________________________

Previous school name: ________________________________________________
Previous school address: ___________________________________________________ 
 
3.  ACADEMIC ACHIEVEMENTS:
[bookmark: _GoBack](Honour Roll, Specialty Courses, anything worth highlighting)  	
·  
·  
·  
· 

4.  TRAINING OR CERTIFICATES: 
(Foodsafe, First Aid, Life Guard, Coaching Level, Referee etc.)

Name of Certificate or Course  				Date:  	
______________________________________________________________	_________________________
______________________________________________________________	_________________________
______________________________________________________________	_________________________
______________________________________________________________	_________________________
______________________________________________________________	_________________________

5. WORK EXPERIENCE (paid)

Company Name or Individual: ____________________________________________________  	
Job Title:  ____________________________________________________	
Date of employment:  
(From)  ____________________________________________________	
(To)________________________________________________________ 	
Duties performed or responsibilities:
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________

Skills used:  	
·  ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________

Company Name or Individual: ____________________________________________________  	
Job Title:  ____________________________________________________	
Date of employment:  
(From)  ____________________________________________________	
(To)________________________________________________________ 	
Duties performed or responsibilities:
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________

Skills used:  	
·  ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________


Company Name or Individual: ____________________________________________________  	
Job Title:  ____________________________________________________	
Date of employment:  
(From)  ____________________________________________________	
(To)________________________________________________________ 	
Duties performed or responsibilities:
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________

Skills used:  	
·  ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________


6.  VOLUNTEER WORK EXPERIENCE (not paid)

Company Name or Individual: ____________________________________________________  	
Job Title:  ____________________________________________________	
Date of employment:  
(From)  ____________________________________________________	
(To)________________________________________________________ 	
Duties performed or responsibilities:
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________

Skills used:  	
·  ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________

7.  EXTRACURRICULAR ACTIVITIES:

School clubs/ teams  	
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________

Outside School Activities 
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
· ________________________________________________________________
 	




8.  AWARDS AND ACHIEVEMENTS:

School Academics:  	

Athletics:  	

Outside School Activities:  	

Clubs:  	


9.  REFERENCES: 	Cannot be a family member or peer! Teacher, Coach, Employer, Minister/Pastor, Close Family Friend, a Neighbour …

1.	Name:  _______________________________________________
	Relationship:  _______________________________________________	

Contact information (full address, telephone number) __________________________________________________________________________________________________________________________________________________________________________________________________________________




2.	Name:  _______________________________________________
	Relationship:  _______________________________________________	

Contact information (full address, telephone number) __________________________________________________________________________________________________________________________________________________________________________________________________________________



3.	Name:  _______________________________________________
	Relationship:  _______________________________________________	

Contact information (full address, telephone number) __________________________________________________________________________________________________________________________________________________________________________________________________________________
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