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For additional information about Missouri Workforce Development services, contact a Missouri Job Center near you. 
Locations and additional information are available at jobs.mo.gov or 1-888-728-JOBS (5627). 
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adequacy, continued availability, or ownership. This product is copyrighted by the institution that created it.  
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All other uses require the prior authorization of the copyright owner.
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Phrases to Use
Speak effectively
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Meet deadlines
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Fill in the lines below and use as a reference when applying for a job.

Experience 
(Full-time, part-time, internships and summer jobs)

Name of Employer ________________________________________
Address _________________________________________________
Job Title _________________________________________________
Dates ___________________ Salary ________________ ☐Hr. ☐Mo.
                                             (From-To) 

 Reason for Leaving _______________________________________
Supervisor _______________________ Phone __________________ 

Name of Employer ________________________________________
Address _________________________________________________
Job Title _________________________________________________
Dates ___________________ Salary ________________ ☐Hr. ☐Mo.
                                             (From-To) 

 Reason for Leaving _______________________________________
Supervisor _______________________ Phone __________________

Name of Employer ________________________________________
Address _________________________________________________
Job Title _________________________________________________
Dates ___________________ Salary ________________ ☐Hr. ☐Mo.
                                             (From-To) 

 Reason for Leaving ________________________________________ 
Supervisor _______________________ Phone __________________

References 
(Receive permission before using names)

Phone _____________________________
Company __________________________
Title ______________________________
Phone _____________________________
Email _____________________________

Phone _____________________________
Company __________________________
Title ______________________________
Phone _____________________________
Email _____________________________

Phone _____________________________
Company __________________________
Title ______________________________
Phone _____________________________
Email _____________________________

Volunteer/Internship _________________________________
___________________________________________________
Education/Certification ______________________________
___________________________________________________
___________________________________________________
___________________________________________________
Military Service or Draft Status ________________________
___________________________________________________
Memberships _______________________________________
___________________________________________________
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