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Resume-Writing Exercises and Worksheets 

ll of the exercises that follow have been presented in the Executive Resume Writing Guide, in 

abbreviated format within the text and in full-page, fill-in-the-blanks format at the back of the 

Guide book. Now, we give them to you in a third version, so that you can type your answers into 

the exercise blanks rather than hand-write them. 

 

We have used Word’s Table function to create these forms. When you start typing into the table (as 

directed by the “Begin typing here” notations), the table block will expand to accommodate as much 

information as you wish to include. Because these are worksheets and not finished resume documents, 

you can add as much detail about your experiences and successes as you wish, then select the most 

meaningful and hard-hitting material for your resume.  

 

By completing these exercises in detail, you will create a permanent record of your career and 

achievements that you can use when preparing for interviews, when creating resume addendum pages, 

as data sheets for filling out required applications, and for future resume updates.

A 
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EXERCISE #1: DEFINE YOUR CAREER TARGET 

 

Target Job Title(s)  

Begin typing here 

 

Job Scope   

Begin typing here 

 

Type of Organization   

Begin typing here 

 

Preferred Industries   

Begin typing here 

 

Compensation Expectation   

Begin typing here 
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EXERCISE #2: DEFINE YOUR EXECUTIVE BRAND 

 

How would others describe me? 

What have others said about you? What characteristics have repeatedly cropped up in performance 

evaluations? What are you “known for” in your company or professional network or industry? 

Begin typing here 

 

How would I describe myself? 

What do you think are your strongest qualities? What makes you different from your peers? Why do you 

think you have been successful? 

Begin typing here 

 

Thinking back on my career, what trends can I identify? 

What has been consistent in how you approached challenges, how you handled difficult personnel 

situations, what you were recognized for, the kinds of results you delivered, and more? 

Begin typing here 

 

What kinds of challenges do I most enjoy? 

Begin typing here 

 

What do I love to do? 

Begin typing here 

 

When and why have I been successful where others have failed? 

Begin typing here 

 

What factors and traits have contributed most to my success? 

Begin typing here 

 

Review all of the information you’ve gathered, highlight common themes, and “gut-check” 

for authenticity. What characteristics, themes, and trends stand out? These become the 

foundation for your executive brand. 

 

Now, write several brief statements that incorporate your most significant brand 

characteristics, and then consolidate all of those statements into one integrated brand. 

Begin typing here 
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EXERCISE #3: WRITE THE CONTACT INFORMATION SECTION  

OF YOUR RESUME 

 

Select the bits of information that you want to include and arrange them in a format that is visually 

pleasing and easy to pick out each item.  

 

Play around with fonts and format to achieve a look that you like. This information becomes the header 

for your resume, your cover letters, and other documents that you will prepare during your job search. 

  

Begin typing here 
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EXERCISE #4: WRITE THE EXECUTIVE SUMMARY SECTION 

OF YOUR RESUME 

 

Draft your summary to include the most important information about yourself and your career. Be sure to 

include some of the executive brand information you developed in Exercise #2. 

 

As we’ve mentioned, for most people this section is the most difficult to write. So don’t worry if your first 

attempt is rough—if it’s too long, too short, or does not flow smoothly. We recommend that you move on 

to the next sections of the resume and go back to the introduction when you’ve completed them. At that 

point you’ll be able to see things much more clearly, and we predict that you’ll swiftly edit the 

introduction into an interesting and concise summary. 

 

Begin typing here 
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EXERCISE #5: WRITE THE PROFESSIONAL EXPERIENCE SECTION 

OF YOUR RESUME 

 

Complete the following information for each of your past positions. 

 

(Begin typing below) 

Name of Company 

City and State 

Total Tenure (year–year or year–present) 

 

Job Title 

Dates of Position 

Scope (P&L responsibility, number of direct and indirect reports, departments managed, budget size) 

 

Specific business challenges you faced 

 

What you did about those challenges/what you accomplished (written In CAR story format) –  

Challenge / Action / Result – to include long-term strategic impact 

 

==================== 

REPEAT above for each position 

==================== 

 

Considering the material you have just produced, what is the best way to showcase your impressive 

accomplishments and communicate your executive brand? Review our best-in-class formats and select 

the one that best fits your unique career. 

 

Now, write the experience section for all of the positions you’ve held during your career. Devote the most 

effort, and the most space, to your most recent positions. As you work backwards, strive to come up with 

one or two sentences to highlight the most significant achievements of your early positions. Be careful 

you don’t overemphasize this early experience by devoting too much space to it on your resume. 
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EXERCISE #6: WRITE THE EDUCATION SECTION 

OF YOUR RESUME 

 

Select one of the formats we’ve provided, and compose the education section that you will add to your 

resume. 

 

Begin typing here 
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EXERCISE #7: WRITE THE “EXTRAS” SECTION 
OF YOUR RESUME 

 

What else do you want to include on your resume? Use these prompts to consider various bits of 

information that might add value to your career presentation. 

 

Business leadership  Community leadership  

Publications and presentations  Language fluency, international experience 

Technical proficiency  Family and personal activities 

 

Begin typing here 

 


