1. Contact Information
{Use lor borh application
and résumé.)

Someone Teadng your
application or pbsume needs
hasic information about vau,
includieg voue pme, sddeess,
and telephons number (A
Social Secunly Number is oo
needed on (he Tesdme b is
regquired by all ¢mplovers, 1
vou donet have ane, you
should apply for ane through
the Soomal Secumy
Admmmstration Office.)

2. Career and
Education Plans
{Include on the resume, )

An employer wonld want to
Enwow abotn your carcer and
educaion plans and goals. Ths
can be a bried staement in your
resume. You can ako expel
currerd as well as futune and
tomg—term career goals 1 be a
wopic for a job iteraow

Career Development Package Organizer

Complete this organizer to gather information you need for
completing all pieces of your Career Development Package.

Name
first muddle mal =
Address
number steeet apariment
gLy staee zip
Telephone

Social Security Number

A. Job or Career Plans

Examples: become a medical secretary, electrician,
machinist, carpenter, computer programmer, store
manager, teacher, nurse, scientist, auto mechanic

1. Short-range plans:

2. Long-range plans:

B. Education Plans

Examples: complete high school, two-year college,
four-year college, career-technical program, job training
program, military training

1. Education goal:

2. Specilic description of education plans:



3. Education
{Lis1 on hoth application
andl pésime, |

Emplovers are interested in the
cducation you have receved
For each school you have
arended, give Uhe school name,
address. dates atiended. and.
where approprate, Uhe diploma
and course of study

4, Work
Experience
{Include om both
application and résumeé.)

L=t jpobs vou have had i arder,
beaimmng with the most recens
For ¢zch one, indicate the
emplover and dates of employ-
men, as well as the skills and
knowledge vou gained i that
posiion. Indieate Both lull- and
part-time pebs, Alse include any
wirk that vou have done en
vour own, such as child care,
vard work, tutanng, tvpng, or
selhing handwcralis

A. Schools Attended

List all schools, starting with most recent and ending with

junior high or intermediate schools.

Dates attended School

City/State

B. Course of Study

Program of study in high school or ROC/P (Examples:

career—technical program in health careers, business major,

home economics)

A. Paid Work Experience
1. Job

Type: Full-time Part—time __  Summer
Employer

Description/responsibilities

Dates employed to

Y IILL YT

Skills and knowledge gained through this job

2. Job

Type: Full-time ___ Part—time __  Summer ___
Employer

Description/responsibilities

Dates employed o

A1 ma

Skills and knowledge gained through this job

To list more jobs, use additional sheets.
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4. Work Experience,
tontinued
(Inelude an bk
application and réswme, )

Provide infermaten aboul any

velunteer and © ey work

vien have done. Examples inciude
wark with hospitals, reergatnional

progiams. museums, ¢hildren’

grouns, charity groups, scows, and

rehgious nrganizations. Family
acrivities and responsibiliies, sach
2z child care, home or auto
repairs, shopping, vand work, and
watk i family business could also
bz inchaded

5. Special Interests,
Activities, and
Achievements
[Tnclude on application and
résume and in request for
lezrer of recommendation.

List and describe courses and
sitbyzcr ateds that are nteresiing
o wou, as weell as other special
wteresls. Alse, brethe descnbe
YOUE scliviites. avwards, dnd

special ackevements i schaol

B. Unpaid Work Experience

1. Name of activity or task

Organization

Duties or responsibilities

Skills and knowledge gained

2. Name of activity or task

Organization

Duties or responsibilities

Skills and knowledge gained

Use additional sheets, if needed.

A. Special Interests
Examples: photography, painting, swimming, reading,
dance, art, music, and travel

B. Activities

Examples: clubs, teams, journalism, yearbook, student
government, FFA, FBLA, DECA, HOSA, FHA-HERO,
VICA, Junior Achievemnent

C. Achievements
Examples: special awards, scholarships, certificates, and
honors



6. Skills, Strengths and
Abilities
{Include on application and
résumé and in reguest for
lewer of recommendation)

Informaven from the previous
sections of this arganizer may be
used here to summanze the skills,
knowledge. and abilities vou have
gained throuah vour esperiences
andd astivilies,

7. References

{Include on application.
Frovide notation on the
résume, )

References are people wha can
guve nformation aboul you, vour
altnuweles, and vour abilities Try e
setect peapic who know vou from
diiferen? activangs, Be sure to ask
the individuals for their permission
o wse them as veferences For ezch
reference, vou will need (he name,
pobs e, orgaizanen, address, and
tehephuene The nosanios
“References available upon rogues:
is olten tncluded on the sesuwms

LLE

instead ef lisimg sesdividual
relerences, Flowever. vou alwiy's
need o huve the Dt available m

case il i renyesied

A. Skills

Examples: oral communication, farm management, record
keeping, carpentry, mechanical skills, basic office skills

B. Strengths
Examples: leadership, punctuality, reliability

C. Abilities
Examples: artistic ability, writing ability, ability to speak
more than one language

List at least three people who could write a letter of
recommendation for you.

Name, address, telephone number




