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Questions or 
concerns

Suggested responses

How do I know 
that the applicant 
can do the job?

We have only chosen tasks for this customized position 
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EXAMPLE ONE-PAGE SUMMARY

Tavis Freeman
{email}

{phone number}

College Program Graduate 2019

It is my goal to seek employment in food service. I enjoy cooking for my 
family and friends and it makes me feel good to be able to care for them 
that way. I am a hard worker and like helping others. My education has led 
me to experiences working in recycling and working with children at the 
community center.

Recent accomplishments:

• Helped produce a video on college programs for people with disabilities

• Completed 2 semesters of college

Volunteer and work experiences:

• Volunteer at Bird Street Community Center in Dorchester for 3 years in 
their children’s program

• Worked at Wentworth Institute in recycling program

Friendly • Honest • Loyal • Hard-working
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Success occurs when the job seeker and 
the employer jointly agree to the answers 
to these questions:

• What tasks will the job seeker do?
• What hours will the job seeker work?


