 Step  8 ½:  References Needed
Directions:  You need to ask three adults who are:  Not Related to You (do not ask Mom, Dad, Uncles, Aunts, Grandparents, or Cousins for a reference!) Someone you ask should have a work history themselves of at least five years (in other words, don’t ask a friend/peer to be a reference for you), and the adult you ask should have know you from having a professional relationship with you of at least 6 months (Consider asking your Teachers, School Staff, Coaches, or Supervisors).  Once you have determine who to ask for a reference, then you must ask these people for their permission to be a reference source for you and if it is okay to give out their name, address, and phone number to a prospective employer.  Only ask people who like you and have had a positive experience knowing you.  Interested employers will check your references and either call or write to them asking about your background and for a recommendation and impression of what sort of employee you’d be.  Do Not make up Fake References!  
List your 3 references now, delete above info, add header and print: 
 Title (Mr. Mrs. Ms. Dr.), First Name, Last Name, Job Title, Street Address City, State, Zip Code, Phone Number (area code) _ _ _ -_ _ _ _ _
Title (Mr. Mrs. Ms. Dr.), First Name, Last Name, Job Title, Street Address City, State, Zip Code, Phone Number (area code) _ _ _ -_ _ _ _ _
Title (Mr. Mrs. Ms. Dr.), First Name, Last Name, Job Title, Street Address City, State, Zip Code, Phone Number (area code) _ _ _ -_ _ _ _ _
Remember your resume should be one page long and if adding the above references lengthens your resume to a second page then use the following statement at the bottom of your resume:
References will be supplied upon request.   Have your references typed out and with you on a separate sheet of paper so you can either use this information to enter it on an application or hand to the interviewer.   



 

