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Resumes of Distinction
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Personal History Worksheet
PRIVACY POLICY:

Rittenhouse Resumes will not use any information you provide for any purpose other than to provide professional services directly to you.  We do not sell or release any information you provide to any other party without your request or as required by law.    

A note of caution:  If you are employed, please consider whether you want to take the risk of completing this questionnaire at your workplace in a setting where your colleagues or managers may gain access to your responses.  We will keep your information confidential after we receive it, but email and documents stored on work computers are often not secure.
Name  
Address       
                                      (City)                                            (State)                                  (Zip) 

Phone

Cell  
Skills/Qualifications Summary




Work Experience (full and part-time)

Job Title  
Company, Agency, or Institution    

Type of Business (if not clear from name)     
Skills/Qualifications 



 
                                                                                                                                             

Division or Department  

Company Location 

Date of Employment  

                                                           (From)                                                       (To)

Major Responsibilities 

  

  
  


  
Major Accomplishments, Contributions, Achievements 

 





Number of Persons Supervised  
Job Title  
Company, Agency, or Institution    

Type of Business (if not clear from name)     

Skills/Qualifications 



 

                                                                                                                                             

Division or Department  

Company Location 

Date of Employment  

                                                           (From)                                                       (To)

Major Responsibilities 

  

  

  


Major Accomplishments, Contributions, Achievements 

 





Number of Persons Supervised  
Job Title  
Company, Agency, or Institution    

Type of Business (if not clear from name)     

Skills/Qualifications 



 

                                                                                                                                             

Division or Department  

Company Location 

Date of Employment  

                                                           (From)                                                       (To)

Major Responsibilities 

  

  

  


Major Accomplishments, Contributions, Achievements 

 





Number of Persons Supervised  
Job Title  
Company, Agency, or Institution    

Type of Business (if not clear from name)     

Skills/Qualifications 



 

                                                                                                                                             

Division or Department  

Company Location 

Date of Employment  

                                                           (From)                                                       (To)

Major Responsibilities 

  

  

  


Major Accomplishments, Contributions, Achievements 

 




Number of Persons Supervised  
Unpaid Work Experience (volunteer work, internships, work-study, etc.)  




Education

(List all degrees and certificate programs and special courses taken at educational institutes.)

Degree or Certificate  

Major or Course Emphasis 

Minor

School Name/Location 


Dates of Education





(From)                                               (To)

Courses Relevant to Career Objectives 



Grade Point Average (Optional)

Special Projects or Presentations (Applicable to Objective) 

 



Degree or Certificate  

Major or Course Emphasis 

Minor

School Name/Location 


Dates of Education





(From)                                               (To)

Courses Relevant to Career Objectives 



Grade Point Average (Optional)

Special Projects or Presentations (Applicable to Objective) 

 


 

Professional Training

Workshops or Seminars 


Company Name 

Dates of Training 





(From)                                              (To)
Memberships  
(List job-related professional and/or civic organizations to which you belong and participate.)

Name   

Type of Organization 

Responsibilities and Accomplishments  


Name   


Type of Organization 

Responsibilities and Accomplishments  


Military
Branch of Service 

Attained Rank  

Length of Service   

                                                         (From)                                           (To)

Training Received



Major Responsibilities




Awards Received 


Special Accomplishments
(List publications, foreign language ability, special licenses, or talents.)





Special Recognition 

(List any awards, honors, or professional recognition you have received.)



