Resume Guidelines for Pre-Release Preparation
1. Start With Your Personal Information
Include:
· Full name
· A reliable phone number you will have access to after release (if unsure, list a trusted contact temporarily)
· An email address (create a simple one, like firstname.lastname@email.com)
· City and state (no need to mention incarceration)
Avoid listing your facility address.

2. Write a Strong Summary Statement
A short 2–3 sentence overview that highlights:
· Your strongest skills
· The type of work you want
· Your positive attitude and commitment to growth
Example:
“Motivated and dependable professional with experience in warehouse operations, maintenance, and team leadership. Skilled at solving problems, learning quickly, and adapting to new environments. Eager to contribute to a company that values hard work and reliability.”

3. Highlight Your Skills Clearly
List the abilities you have gained both inside and before incarceration, such as:
Transferable skills
· Communication
· Teamwork
· Leadership
· Conflict resolution
· Time management
· Problem-solving
· Customer service
· Record keeping
· Basic computer skills
Job-specific skills
(from prison jobs, training, or past employment)
· Warehouse stocking
· Forklift operation
· Landscaping or groundskeeping
· Food service or kitchen work
· Janitorial/maintenance
· Carpentry, plumbing, electrical
· Clerical work
· Barbering
· Tutor/education aide

4. Include Work Experience—Reframe Without Using Prison Language
List positions and responsibilities without emphasizing incarceration.
Instead of writing “Inmate Worker”:
Use job titles like:
· Kitchen Assistant – Department of Corrections
· Maintenance Worker – State Government Facility
· Clerical Assistant – Education Department (State Facility)
· Groundskeeping Crew – State Facility
Focus on duties and achievements:
· “Prepared 300+ meals daily while maintaining safety and sanitation standards.”
· “Coordinated inventory, tools, and supplies for maintenance projects.”
· “Assisted individuals in GED preparation, resulting in improved test outcomes.”

5. Add Education & Training
Include:
· GED or high school diploma
· College courses
· Vocational and technical programs
· Certificates (OSHA, ServSafe, forklift, HVAC, computer classes)
· Reentry or life-skills programs
If you earned them inside, list the program and certification—not the prison name.
Example:
ServSafe Food Handler Certification, 2024
Building Maintenance Vocational Training, 2023

6. Add Achievements and Accomplishments
These are important because they show personal growth:
· Tutor or peer mentor roles
· Perfect attendance awards
· Certifications completed
· Leadership in programs or groups
· Successful participation in Cognitive Behavioral Therapy programs
· Restorative justice or volunteer projects

7. Consider a “Reentry-Ready Skills” or “Professional Development” Section
You can list:
· Anger management
· Parenting classes
· Financial literacy
· Reentry preparation
· Effective communication workshops
· Conflict resolution
These show that you are preparing responsibly.

8. Leave Out
Do not include:
· Your DOC number
· Facility name (list “State Government Facility” instead)
· Dates of incarceration
· Reason for incarceration
These can be explained verbally later if appropriate.

9. Choose a Resume Format That Works for Reentry
The functional or combination resume works best because it focuses on skills instead of employment dates.
Functional Resume
Highlights skills first, then short work history.
Combination Resume
Blends skills + experience.
Avoid a chronological resume if your timeline has long gaps.

10. Prepare a Clean Version for After Release
Before you leave:
· Save your resume on paper
· Save a digital copy if possible (USB, email it to yourself, or a trusted contact)
· Know how to update it with new contact info and job addresses once you’re out

