facts for your resume
This checklist provides some suggestions for how to find information about your work history and education. 

Work History

Name of Your Employer

· Your old tax forms and paycheck stubs will have the name of your past employer. 

· If you had your paychecks direct deposited into a checking account, your bank might have your employer’s name. 

· If you remember the city of your employer but cannot remember the exact name, you can use the Internet. Online phone directories have an option where you can put in the city and type of employer. 

Address and Phone Number

· If you have the name and city of your past employer, you can look up their address and phone number in the phone book.

· Many employers have websites. You can use a search engine like Google to find their website. Their address and phone number will be on their website.

· If you have the city of your past employer, you can use an online phone directory to look up their address and phone number. 

Dates and Job Title

· Once you have a phone number, you can contact your former employer to get your job title and the dates you worked there.

· If you do not want to speak directly to your former supervisor, you can talk to the Human Resources Department. They will have your job title and dates.

· Your work history may include jobs where you worked for individual people (e.g. taking care of someone’s children or pets). If you can’t contact that person directly, try talking with a friend or family member. They might be able to help you remember dates. 

· Sometimes, a former place you worked will still have your application. If you call them, you might be able to get a copy of that application. It will have your work history on it.

Education History

· Most schools have websites. You can use a search engine like Google to find it. The website will give the school’s address and phone number. 

· You can call the records department of the school to request a copy of your transcripts. Your school transcript will have the name of your degree/certification and the dates you were a student there. You may have to pay a small fee. You also will need to know your social security number.
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