Preparing a Personal Fact Sheet

A personal fact sheet is a brief, written summary of important facts that include a person’s education, work experience, and skills.  This information helps a person write letters of application, prepare a resume, and fill out application forms.  Fill in the form below with information about yourself.

Name________________________________________________________________________

Address______________________________________________________________________
City________________________________________  State______  Zip Code______________
Telephone__________________________             E-mail_______________________________
Date of Birth________________________
Education


                                                                                  

                  School                                                                Date
             Date       
                              Name

     Location
                       Attended        Graduated/                        









                    Completed



Higher Education_______________________________________________________________:

High School______________________________________________________________

Junior High School ______________________________________________________________

Elementary
School________________________________________________________________________

Work Experience (last employer first)

Name of employer_______________________________________________________________

Address_______________________________________________________________________
                  [street address]                               [city]                                [state]                                [zip]

Telephone______________________Employed from____________to_____________________








      [mo./yr.]              [mo./yr.]

Job Title________________________________Supervisor__________________________________

Starting Salary_________________________Final Salary_______________________________

Job Duties_____________________________________________________________________

______________________________________________________________________________

Name of employer_______________________________________________________________

Address_______________________________________________________________________
                  [street address]                               [city]                                [state]                                [zip]

Telephone______________________Employed from____________to_____________________

Job






   [mo./yr.]              [mo./yr.]

Title________________________________Supervisor__________________________________

Starting Salary_________________________Final Salary_______________________________

Job Duties_____________________________________________________________________

______________________________________________________________________________

Skills___________________________________________________________________

Honors and Interests_______________________________________________________

References

Name/Title______________________________________________________________

Address_________________________________________________________________

Telephone [daytime] ___________________________E-mail______________________

References

Name/Title______________________________________________________________

Address_________________________________________________________________

Telephone [daytime] ___________________________E-mail______________________

