***CONFIDENTIAL INFORMATION***

PERSONAL WORK HISTORY WORKSHEET
FOR EMPLOYMENT APPLICATIONS AND RESUME PREPARATION

	Name
	Phone

	Address or City, State, Zip
	Cell

	
	Email


	OBJECTIVE (What job are you looking for?)


	QUALIFICATIONS 
	SKILLS (What you have done, are you good at doing and enjoy doing)

	· .
	· 

	· .
	· 

	· .
	· 

	· . 
	· 

	· .
	· 

	· .
	· 

	· 
	· 


EXPERIENCE/EMPLOYMENT HISTORY

	JOB 1 Title/Job Name
	JOB 2 Title/Job Name

	Date From
	Date From

	Date To
	Date To

	Employer
	Employer

	Address/Location
	Address/Location

	Phone
	Phone:

	Contact Name
	Contact Name

	Reason For Leaving
	Reason For Leaving:

	Salary
	Salary

	Description of Job Duties
	Description of Job Duties

	
	

	
	

	
	

	
	

	JOB 3 Title/Job Name
	JOB 4 Title/Job Name

	Date From
	Date From

	Date To
	Date To

	Employer
	Employer

	Address/Location
	Address/Location

	Phone
	Phone

	Contact Name
	Contact Name

	Reason For Leaving
	Reason For Leaving

	Salary
	Salary

	Description of Job Duties
	Description of Job Duties

	
	

	
	

	
	

	
	


EDUCATIONAL HISTORY

(Start with recent first. Include High School, College or University, and other schools in special subjects):
	Name of Institution
	Location City and State
	Date From
	Date To
	Number of Units
	Courses: Credential/ Degree/ Certificate
	Date Awarded M/Y

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


CLIENT EXPERIENCE

	· .

	· .

	· .

	· . 


PERSONAL REFERENCES (Name, Phone, Address, Email, Length of Time Known)
	· .

	· .

	· .

	· . 


FAMILY CONTACTS (Name, Phone, Address, Email, Length of Time Known)
	· .

	· .

	· .

	· . 


BUSINESS REFERENCES (Name, Phone, Address, Email, Length of Time Known)
	· 

	· .

	· .

	· .


TRAVEL

	.
	
	
	

	.
	
	
	


LANGUAGE(S)

	. 
	
	
	


RESIDENTIAL HISTORY (Last 5 years)
	Address
	Address

	
	

	
	

	Landlord
	Landlord

	Landlord Contact Number
	Landlord Contact Number

	Length of Stay From
	Length of Stay From

	Length of Stay To
	Length of Stay To
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