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Resume Data Sheet
Instructions
Be as detailed as possible in answering all items and questions on this form. One advantage of completing this Word version of the website form is that you can COMPLETE THE INFORMATION AT YOUR OWN PACE.   After you have completed the form, email it to collegestudentresumes@comcast.net  If you have a recent resume, you are welcome to email it to the same address, along with a copy of this form.  If you provide a copy of your resume, ONLY complete sections of the Resume Data Sheet that need to be updated or further described within your resume. 
Because an employer will usually spend only a few minutes “scanning” your resume, it is extremely important that the content of your resume is clear, concise, and easy to read.  By completing this Resume Data Sheet, you will provide our higher education experienced resume writers with confidential information which will be used to create a well-written resume that highlights your background, education, experience, skills and accomplishments. 
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Section A: Personal Information.  Your personal information serves as the foundation of your resume because it contains essential address, telephone and email contact information.  Please make sure to double check your information for accuracy to ensure that a future employer will be able to contact you.  
Name:  
Street Address:
City:




State:   

Postal Code:

Country:

Email:

Reenter Email: 

Telephone Number:  (including area code)
Cell Number: (including area code)
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