RESUME BUILDER FORM
SkillsDecoder - Career Document Generation
Instructions: Please fill out all sections below. This information will be used to generate your professional resume, cover letter, and interview preparation guide.
PARTICIPANT INFORMATION
Full Name:

City, State of Residence:

Target Job Location:

Email:

Phone:

WORK EXPERIENCE AFTER INCARCERATION
List all work experience after incarceration (most recent first). Use additional sheets if needed.
Job #1
Job Title:

Employer:

Location:

Start Date:
End Date:

Key Responsibilities:



Job #2
Job Title:

Employer:

Location:

Start Date:
End Date:

Key Responsibilities:


WORK EXPERIENCE DURING INCARCERATION
List all work experience during incarceration. Use additional sheets if needed.
Job #1
Role/Position:

Name of Facility:

Location:

Start Date:
End Date:

Key Responsibilities:

Achievements/Accomplishments

Job #2
Job Title:

Name of facility

Location:

Start Date:
End Date:

Main Responsibilities/Duties:



WORK EXPERIENCE BEFORE INCARCERATION
List all work experience before incarceration. Use additional sheets if needed.
Job #1
Job Title:

Employer:

Location:

Start Date:
End Date:

Key Responsibilities:



Job #2
Job Title:

Employer:

Location:

Start Date:
End Date:

Key Responsibilities:



VOLUNTEER EXPERIENCE
Include any volunteer work or community service

Role/Position:

Organization: 

Location:

Start Date:
End Date:

Key Activities:
EDUCATION
List all education completed – Use additional sheets if needed. 

Education #1
Type (High School, Degree):

Year Completed:
 Institution Name:

Field of Study (if applicable)
Education #2
Type (High School, Degree):

Year Completed:
 Institution Name:

Field of Study (if applicable)

CERTIFICATIONS & TRAINING
List any certifications, licenses, or training programs completed:


PROGRAM PARTICIPATION
Select any programs or services completed through workforce development or reentry organizations. Type yes if completed after each one.
Workforce Readiness Training:
Job Search Skills:
Interview Preparation:
Resume Writing Workshop:
Financial Literacy:
Computer Skills Training:
Conflict Resolution:
Life Skills Program:
Other programs or additional details: 
ADDITIONAL SKILLS
Other relevant skills (technical, language, etc.):
REHABILITATION & GROWTH
Steps taken toward rehabilitation and personal growth:


Once completed, return this form to your case manager.
