1. Fill in everything you can.  Replace the sample information with YOUR information or DELETE the sample information (not strike thru). Some sections will not apply to you. You may have to create other sections that cover your accomplishments and activities.  

2. Save this document as “2016_last name_first name_personal record”

3. Scan or take photos of certificates, awards, trophies, or medals. Middle school awards are not recommended UNLESS it is of major significance – check with me first!  MAKE SURE FOLDER HAS ONLY ONE COPY OF EACH ITEM. Name files in a logical manner to be easily found.
4. Create a folder/Find your folder in the Class of 2018 folder in the ASSIGNMENT folder on the I: drive. It should be named “Last name_PR”.  SAVE this folder to your H: drive or to a flash drive! In this folder, place all .jpg and scanned images of awards/medals/certificates/etc.  Also, place your personal record word document. This folder will be added to and used ultimately to create your exit interview portfolio and website.
5. Copy and Paste this folder into the I/MMSTC/Homework/Class of 2018/Personal Record Folder. BACK UP THIS FOLDER ON AT LEAST ONE FLASHDRIVE.  If you have items in this folder that you no longer wish to use but still want to hang onto, make a folder inside called “SAVE” and move those items here.
6. At the end of your personal record, make a list of the items in #3 that are in your file on the I: drive. This list must be in alphabetical order – the same order that I will see the files in your folder. If you have images on your website from last year that you do not have in your folder, you should save a copy into this folder.  
7. In your final version, DELETE these instructions. The top of your page should start with “PERSONAL RECORD” centered. PRINT OUT Personal Record and turn in.  – 50 homework points.

PERSONAL RECORD
Name:  

Your Name
Street Address:  
1234 Main Street
City, State, ZIP:
Oxford, MI 48371(www.usps.com/zip4)
Telephone:

(248) 999-9999
Place of Birth.
Romeo, MI (Macomb County)
Objective
As of Spring 201_, I plan to attend a four-year university where I will major in the area of ________________________.
Education
School:

Your Home High School
Street Address:
1234 Main Street
City, MI 48###
Telephone:

(586) 999-9999
Dates Attended:
September 2011 – June 2015
GPA:




Class Ranking:
1 out of 10


ACT Scores:



SAT Scores:
PSAT Scores:
ANY OTHER:
School:

Macomb Mathematics Science Technology Center (MMSTC)
Street Address:
27500 Cosgrove




Warren, MI 48092

Telephone:

(586) 574-3171

Dates Attended:
September 2013 – June 2014
School:

Your Middle School

Street Address:
1234 Main Street



City, MI 48###
Telephone:

(586) 999-9999
Dates Attended:
September 2009 – June 2013
Employment History 

Company Name:
 Smith Residence
Address:

 1234 Main Street



 Oxford, MI 48371
Telephone:

 (248) 999-9999
Dates Employed:
 December 2002 – Present
Job Responsibilities: Security detail and hospitality / Child care 

Mentorship

Company Name:
 

Contact Person:
 

Address:

 

Telephone:

 

Dates Mentored:
 

Responsibilities:
 

Leadership
Organization:

Girl Scouts of America
Dates:


August 2004 – July 2005
Details:
Elected by club members to serve as president for one year term


(Anything listed under Leadership must be explained as to what your responsibilities were that demonstrated leadership)
Sports
Organization:

Soccer All Stars
Dates:


August 2003 – November 2004
Details:

Novice and advance levels (agility)

Organizations
Organization:

St. John’s Catholic Church
Dates:


August 2002 – June 2006
Details:

Participated in Earth Dog events
 Extra Curricular
Organization:
National Honor Society at __________ High School

Dates:


March 2005 – Current

Details:
I was accepted into the National Honor Society based on character, service, leadership, and academics
Organization:

Math Olympiad – _____________ Middle/High School
Dates:


2008 – 2011 

Details:

Participated in both seventh and eighth grade

Organization:

Marching Band – _____________ High School
Dates:


August 2011 – Present
Details:

Played tuba
Organization:

Cub Scouts of America

Dates:


August 2002 – June 2003

Details:
Took part in all troop activities 

Skills
Skill:
Computing and technology
Details:
Proficient in MS Office XP, various Web 2.0 technologies, Google docs, social media, email
Skill:
Multimedia presentations

Details:
Can construct and present audio-video presentations
Skill:
Public speaking
Details:
Can give multimedia presentation to large groups of people
Community Service
Organization:

National Honor Society at Home High School
Dates:


January 09, 2012
Details:

Visited the American House, a senior citizen retirement 

home, and played cards with the residents
Organization:

March of Dimes (Walk-America)

Dates:


2000 – current 

Details:

Earned on average $76  

Organization:

Cub Scouts of America

Dates:


August 2002 – June 2003
Details:

Door-to-door can food drive

Awards and Recognitions
Organization:

Home High School

Dates:


2012
Details:

Academic Excellence in American Government
Personal
Any comments of a personal nature such as hobbies or outside interests that do not fit into the above listed areas.  For example, do you understand, speak, read, or write in a language other than English?
Anything Else You Need to Add (
References
Name:


Address:


City, State, Zip:


Telephone:
Email Address:

Relation:


Three references are required  
List of Accompanying Files in Folder

 (certificates, awards, etc. )

1.  (make sure they are listed in the order that I will see them!! I will NOT go hunting for files!

2.

