
The	  following	  guide	  is	  for	  Tutors	  to	  use	  with	  their	  students	  when	  assistance	  is	  needed	  in	  preparing	  an	  
effective	  Job	  Application.	  	  (Provided	  by	  the	  Department	  of	  Labor,	  Licensing	  and	  Regulation.)	  	  

To	  access	  their	  webpage	  for	  more	  information	  go	  to:	  www.dllr.state.md.us	  

	  

	  

	  

	  

	  	  



	  



	  



	  

The	  student	  can	  complete	  the	  following	  to	  use	  as	  their	  resume	  –	  using	  the	  guidelines	  above.	  



	   	   	   	   	   	   	  	  	  	  	  RESUME	  
	  
	  
Name:	  	  	  	  	  	  ________________________________________	  
Address:	  	  ________________________________________	  
	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  ________________________________________	  
Phone:	  	  	  	  	  ________________________________________	  
	  

Education:	  	  	  
_______________________________________________________________________________________	  
_______________________________________________________________________________________	  
Highest	  Grade	  Completed:	  _____________	  Courses/Major:	  ______________________________________	  
Degree/Certificate:	  	  __________________________	  Years	  Attended:	  ______________________________	  
	  
	  
Work	  History:	   	  
	  
Company:	  _______________________________________	  Dates	  Worked:	  ___________________________	  
Address:	  _______________________________	  City:	  _____________________	  State:	  _______	  Zip:	  _______	  
Job	  Title:	  ___________________________________________________	  Pay	  Received:	  _________________	  
Duties:	  __________________________________________________________________________________	  
________________________________________________________________________________________	  
	  

Company:	  _______________________________________	  Dates	  Worked:	  ___________________________	  
Address:	  _______________________________	  City:	  _____________________	  State:	  _______	  Zip:	  _______	  
Job	  Title:	  ___________________________________________________	  Pay	  Received:	  _________________	  
Duties:	  __________________________________________________________________________________	  
________________________________________________________________________________________	  
	  

Company:	  _______________________________________	  Dates	  Worked:	  ___________________________	  
Address:	  _______________________________	  City:	  _____________________	  State:	  _______	  Zip:	  _______	  
Job	  Title:	  ___________________________________________________	  Pay	  Received:	  _________________	  
Duties:	  __________________________________________________________________________________	  
________________________________________________________________________________________	  
	  

Other	  Information:	  
_______________________________________________________________________________________	  
_______________________________________________________________________________________	  
_______________________________________________________________________________________	  
_______________________________________________________________________________________	  
	  

	  


