Personal Fact Sheet  

[bookmark: _GoBack]Complete this working copy of information you will need when applying for jobs & scholarships.  Print and spell correctly!  This is your personal information.  Keep it in a safe location.
Name ________________________________________________________________________________
Address_______________________________________City_______________State ____ Zip_________
Telephone (H)________________________________________ (C)______________________________
E-mail_______________________________________________________________________________			
	Education
	Name
	Location/Address
	Date Attended
	Date
Graduated

	High School

	
	
	
	

	Kankakee Area Career Center

	
	
	
	

	Training

	
	
	
	

	College

	
	
	
	

	Other

	
	
	
	



Work Experience	
Name of Employer _____________________________________________________________________
Address ______________________________________ City_______________State ____ Zip_________
Telephone____________________________________Employed from ___________ to _____________
									(mo./yr.)		        (mo./yr)
Job Title _____________________________________ Supervisor _______________________________
Job Duties____________________________________________________________________________

Name of Employer _____________________________________________________________________
Address ______________________________________ City_______________State ____ Zip_________
Telephone____________________________________Employed from ___________ to _____________
									(mo./yr.)		        (mo./yr)
Job Title _____________________________________ Supervisor _______________________________
Job Duties____________________________________________________________________________

Skills:________________________________________________________________________________
_____________________________________________________________________________________
Certificates:___________________________________________________________________________
_____________________________________________________________________________________
Honors and Activities: __________________________________________________________________
_____________________________________________________________________________________
Hobbies and Interests: __________________________________________________________________
_____________________________________________________________________________________
References: (Be sure to ask permission to list your references BEFORE you include them on the resume or job application. Make sure you spell their name and business name correctly!)

Name______________________________________________Relationship_______________________
Business Name _______________________________________________________________________
Address_______________________________________City_______________State ____ Zip_________
Telephone (daytime)_____________________________________ E-mail_________________________

Name______________________________________________ Relationship_______________________
Business Name ________________________________________________________________________
Address_______________________________________City _______________State ____ Zip_________
Telephone (daytime)_____________________________________ E-mail_________________________

Name_______________________________________________ Relationship______________________
Business Name ________________________________________________________________________
Address_______________________________________City _______________State ____ Zip_________
Telephone (daytime)_____________________________________ E-mail_________________________


