
	Please send this completed checklist to: sales@redstarresume.com                                                                                  Quote your order number in the subject

You will then receive your order within 2-4 business days


Please take about 10-15 minutes to fill out this questionnaire. You do not need to worry about formatting or sentence construction – we will fix all of this for you. The most important thing is for you to include as much information as possible. Skip over any sections that may not apply to you. Please remember that we only know what you tell us, so please be as detailed as possible.
Even if you feel that certain awards or achievements are not relevant, let us decide that for you.  Include all of the jobs you have done and skills you have acquired that will put you ahead of other candidates. Don’t be shy in providing information. The more you provide, the better our resume team can help you.

Good Luck!

Part A: Personal Information
	Your Full Name
	 

	Phone Number
	 

	Email
	 


Additional Personal Information (migrant applicants only)
	What country are you migrating from / to?
	 

	Current Visa 

or Residency Status
	 


Part B: Education 
College or University (if none, skip to High School)
	Name of College / University
	 

	City, State, Country
	 

	Dates Attended
	 

	Graduation Date 
(or expected date)
	 

	Degree Earned
	 

	Major
	 

	Minor or Concentration
	 

	Honors / Awards / Memberships / Mark / Rank
	 


	Did you take any classes that were relevant to the job you are applying for? If so, please include a description of the class and any skills you acquired
	 


Education continued: repeat for any additional college /university education

	Name of College / University
	 

	City, State, Country
	 

	Dates Attended
	 

	Graduation Date 
(or expected date)
	 

	Degree Earned
	 

	Major
	 

	Minor or Concentration
	 

	Honors / Awards / Memberships / Mark / Rank
	 


	Did you take any classes that were relevant to the job you are applying for? If so, please include a description of the class and any skills you acquired
	 


Education – High School
	Name of High School
	 

	City, State, Country
	 

	Graduation Date (or expected date)
	 

	Degree Earned 
(Diploma /HSC, etc.)
	 

	Subjects Studied
	 

	Honors / Awards / Memberships / Mark / Rank
	 


Part C: Memberships & Associations
	Memberships & Associations 


	 


Examples can include: volunteer experience, campus associations (student government, clubs, sororities/fraternities, sport affiliations), etc.
Part D: Skills

	Skills
	 


List as many skills as possible. Examples include: Computer skills (Word, Excel), Software skills: (WordPerfect, Adobe PageMaker, PhotoShop, and Acrobat), Language Skills, Design skills, Marketing / Sales / Promotion skills, Management / Training skills
Part E: Work Experience (if any)
	Name of Company / location / dates of employment
	 


	Your Job Title / Position Held
	 


	What did you do on a day to day basis? Include a description of duties. 
	


Achievements 

	(think about some measurable benefits to the business that you provided)
	 


Work Experience continued – repeat for all previous jobs:

	Name of Company / location / dates of employment
	 


	Your Job Title / Position Held
	 


	What did you do on a day to day basis? Include a description of duties. 
	


Achievements 

	(think about some measurable benefits to the business that you provided)
	 


Part F: Additional Information
	What types of positions are you looking

to apply for (if any)?

(entry-level, internship, volunteer, none at the moment)
	 

	Use this space to tell us anything else that we should know about you!
	 


