
CLIENT INFORMATION

Name: 
Street Address: 
City / State / Zip: 
Home Phone: 

Cell Phone: 
E-Mail Address: 
What would be the ideal situation that you would like to see yourself in over the next 1-2 years? Ae you interested in any specific positions? If so, please share links.

What are your top skills? i.e. Business Development, Sales Management, Google Adwords, Cross-functional Team Leadership

What is your subject matter expertise or what do you have a passion for?

What has been your main achievement during your career?

Please walk me through your day to day responsibilities?
EDUCATION & TRAINING

College (School Name / City, State / Date):
Major / Minor:

Degree / Date Degree Earned:

GPA / Honors:

Extracurricular Activities / Relevant Courses (For entry-level and career changers only):

College (School Name / City, State / Date): 
Major / Minor: 
Degree / Date Degree Earned: 
GPA / Honors: 

Extracurricular Activities / Relevant Courses (For entry-level and career changers only):
Graduate (School Name / City, State / Date): 
Major / Minor: 

Degree / Date Degree Earned: 

GPA / Honors: 

Extracurricular Activities / Relevant Courses (For entry-level and career changers only):
Additional Courses / Training / Self-Development: 
Certifications:

Professional / Business Memberships:

Volunteer or Other Unpaid Work Experience:
SKILLS:

What foreign languages do you know fluently?
What sets you apart from others in your field?
What computer skills do you have (programs you know)?
What skills do you enjoy using most and want to highlight?

Demonstrated Strengths:
ACHIEVEMENTS:

When asked for a listing of accomplishments and/or achievements in the employment section, refer to these questions to help probe your memory. These questions are for brainstorming purposes only. Please write all of your answers in the employment section.  

LAW
For brainstorming purposes only. Do not place your answers in this section: What is your legal specialty? What really important cases did you win for your firm? Provide details. What was the largest caseload you managed? How many files have you motioned for each employer, and of those filed, how many did you win? Did you ever make partnership, and if so, did you ever train others to achieve partnership? Did you settle any significant cases? Provide details. What are cases you most proud of? Did you create alliances with other agencies that benefited your organization? Provide details.  For brainstorming purposes only. Do not place your answers in this section.
ADMINISTRATION

How did you correct excessive inventory levels? How did you revise out dated policies? 

How did you correct system inconsistencies? What procedures did you develop to speed repetitive tasks? What new programs did you start and why? How did you improve file management? How did you take part in computer conversions or software upgrades? 
GENERAL

How did you correct inefficiencies? How did you increase productivity? How did you save the company money? How did you extend your knowledge beyond your normal responsibilities? 
How did you resolve major problems? What were the new ideas or vision that you brought to the organization? What ideas did you implement that were used as a model by other agencies or beyond your area? What subjects are you the office “guru” of? How did your company benefit from your performance?
INTERPERSONAL

How did you bring divisive issues/groups into consensus? How did you develop partnerships with community or volunteer resources? What were the morale issues that you were able to address? 

How did you improve interoffice rapport?

CUSTOMER SERVICE

Did your interpersonal skills boost the client list? How did you expand service delivery? 

How did you expand into any new customer markets? What did you accomplish for your clients? Did customer satisfaction improve? How was customer service measured? How did you improve customer relations? What have you done to avoid disputes/claims/litigation? Why are you often assigned more challenging accounts? Do you have any past thank you letters from clients? If so, please submit them with this questionnaire.
MONEY 

What new money saving ideas did you generate? How did you save the company money? 
How did your negotiation skills save money? What was the biggest cost-saving device you implemented? What products or services did you add that generated increased revenue? 
What improvements did you make to net profit, and were those improvements a record for the company? How did you correct excessive costs? How were you able to improve  stagnant/declining revenues? How did you take a money-losing venture and turn it around? 

How did you rectify specific procedural problems, for instance, with cash-drawer errors, deposit errors, etc? How did you reduce expenses?

MANAGEMENT
What improvements did you make to net profit, and were those improvements a record for the company? What was the biggest cost-saving device you implemented? Did you direct any facility expansions or new construction projects? How did you accommodate increased demands on your staff without having to add new employees? Did you restructure staffing or job descriptions? Provide details. How did you improve challenging labor issues? How did you improve morale or productivity, or did you reduce turn-over in your workforce?
COMPUTER

How were you used as a corporate trouble shooter? How did you convert a system from manual to computer or make improvements in use of computer software? How did you take part in computer conversions or software upgrades? What new technology did you introduce?
Did you undergo a major change in technology? Provide details. Did you manage technology upgrades? Provide details. How did you improve technology or the use of technology by others? Did you train staff members on new systems? Which systems, and how many staff members?

EMPLOYMENT
Please copy and paste these sections as many additional times needed to capture your work history. Feel free to take up as much space as you need to fully explain all details.

MOST RECENT POSITION


Company Name: 
City/State: 

Job Title: 

Dates Employed: 

Company Description: 
Level of Authority: CEO, president, founder
Describe your duties, responsibilities, and a typical day’s activity:

What are some of your accomplishments at this job? 

(Please include facts and figures.)

What suggestions or recommendations have you made that were accepted and/or implemented?

List Awards or Honors received at this job:

2ND MOST RECENT POSITION


Company Name: 
City/State:

Job Title: 
Dates Employed:

Company Description: 
Level of Authority:
Describe your duties, responsibilities, and a typical day’s activity:

What are some of your accomplishments at this job? 

(Please include facts and figures.) 

What suggestions or recommendations have you made that were accepted and/or implemented?

List Awards or Honors received at this job:

3RD MOST RECENT POSITION


Company Name
City/State:
Job Title:
Dates Employed:
Company Description:                                                   

Size (Annual $ in Sales) / Products Offered / Area Serviced (Nat’l, Internat’l, Metro Area, etc…)

Level of Authority:

(Who you reported to / Number of people you supervised)

Describe your duties, responsibilities, and a typical day’s activity:

What are some of your accomplishments at this job? 

(Please include facts and figures.)

What suggestions or recommendations have you made that were accepted and/or implemented? 

List Awards or Honors received at this job:

4TH MOST RECENT POSITION


Company Name:

City/State:

Job Title:







Dates Employed:

Company Description:                                                   

Size (Annual $ in Sales) / Products Offered / Area Serviced (Nat’l, Internat’l, Metro Area, etc…)
Level of Authority:

Describe your duties, responsibilities, and a typical day’s activity:

What are some of your accomplishments at this job? 

(Please include facts and figures.)
What suggestions or recommendations have you made that were accepted and/or implemented?

List Awards or Honors received at this job:

5TH MOST RECENT POSITION


Company Name:                                                   

City/State:

Job Title:






Dates Employed:

Company Description:                                                   

Size (Annual $ in Sales) / Products Offered / Area Serviced (Nat’l, Internat’l, Metro Area, etc…)

Level of Authority:

(Who you reported to / Number of people you supervised)

Describe your duties, responsibilities, and a typical day’s activity:
What are some of your accomplishments at this job? 

(Please include facts and figures.)

What suggestions or recommendations have you made that were accepted and/or implemented?

List Awards or Honors received at this job:

6TH MOST RECENT POSITION


Company Name:                                                   

City/State:

Job Title:






Dates Employed:
Company Description:                                                   

Size (Annual $ in Sales) / Products Offered / Area Serviced (Nat’l, Internat’l, Metro Area, etc…)

Level of Authority:

(Who you reported to / Number of people you supervised)

Describe your duties, responsibilities, and a typical day’s activity:

What are some of your accomplishments at this job? 

(Please include facts and figures.)

\
What suggestions or recommendations have you made that were accepted and/or implemented?

List Awards or Honors received at this job:


