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OhioMeansJobs Wayne County offers a fully equipped Resource Room to ensure you have the necessary tools to create professional-looking resumes and cover letters.
The Resource Room is open Monday through Friday from 7:30 A.M. to 4:00 P.M.

Please visit OhioMeansJobs Wayne County

358 West North Street

Wooster, Ohio 44691

(330) 264-5060

Write a possible summary statement here:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

SAMPLE QUALIFICATIONS 
(CHOOSE SIX)
Enjoy working as a team member





Reliable






Outgoing

Enjoy seeing a job done from start to finish


Lots of energy




Honest

Effective time management skills





Dependable





Pleasant

Effective communication skills






Always on time




Courteous


Excellent organizational skills







Positive attitude




Mature

Strong sense of responsibility







Good sales ability



Professional

Able to maintain short and long term plans


Quick learner





Energetic

Able to meet frequent and timely deadlines


Accurate






Efficient

Exceptional interpersonal skills






Precise







Flexible
Enjoy learning new skills








Enjoy a challenge



Cooperative
Excellent customer service skills






Very detail oriented


Determined
Works well under pressure 







Career oriented




Motivated

Like to attack the impossible job






Hardworking





Team player

INFORMATION NEEDED TO COMPLETE YOUR RESUME
1)

Your name, address, phone number, and email address.   



________________________________________________________________________



________________________________________________________________________



________________________________________________________________________

2)

A list of your education and majors including the names of the High School and/or 




Colleges you attended.  List your diploma with certificate name.



College/Technical School:___________________________________________________


High School: _____________________________________________________________

3)

List club or affiliations related to employment: ________________________________



________________________________________________________________________

4) 

List volunteer activities related to employment: _______________________________



________________________________________________________________________

5) 

A list of the last three jobs you have had.  Information needed is as follows:



a)
Name of business:
_______________________________________________________




Dates of employment:____________________________________________________



Address of business; city and state:_________________________________________



Your job title:
___________________________________________________________




Detailed description of everything you did at this job:
__________________________
________________________________________________________________________



________________________________________________________________________



________________________________________________________________________



________________________________________________________________________



________________________________________________________________________
Please turn over


b)
Name of business:
_______________________________________________________




Dates of employment:____________________________________________________




Address of business; city and state:_________________________________________




Your job title:
___________________________________________________________




Detailed description of everything you did at this job:
__________________________



________________________________________________________________________



________________________________________________________________________



________________________________________________________________________



________________________________________________________________________



________________________________________________________________________





c)
Name of business:
_______________________________________________________




Dates of employment:____________________________________________________




Address of business; city and state:_________________________________________




Your job title:
___________________________________________________________




Detailed description of everything you did at this job:
__________________________



________________________________________________________________________



________________________________________________________________________



________________________________________________________________________



________________________________________________________________________



________________________________________________________________________


LIST 9 PERSONAL ATTRIBUTES, SKILLS, AND/OR LICENSES YOU HAVE 



1)















6)


2)















7)



3)















8)



4)















9)


5)
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