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Reference 2
Name: _______________________________________

Occupation:___________________________________

Company or organization: _______________________

Street Address of business: ______________________

City, state, ZIP: _______________________________

Daytime phone number: (    ) _____________________

E-mail address: ________________________________

Relationship to you: ____________________________

How long this person has known you: ______________

Reference 3
Name: _______________________________________

Occupation:___________________________________

Company or organization: _______________________

Street Address of business: ______________________

City, state, ZIP: _______________________________

Daytime phone number: (    ) _____________________

E-mail address: ________________________________

Relationship to you: ____________________________

How long this person has known you: ______________


Carefully and accurately complete the worksheets that follow.  Whenever possible, emphasize specific points that support your ability to do the job.  Because of some employment laws you are not required to provide some of the information requested here.  These items are included so you will be prepared to respond to questions if asked.  Use a pencil so you can make corrections.  Later, you can use this information for completing  applications, writing a résumés, or answering interview questions.

Personal Information

Name:__________________________________________

Social Security number:____________________________

Current street address:_____________________________

City, state, ZIP:__________________________________

Previous street address: ____________________________

City, state, ZIP: __________________________________

Primary phone number:_____________________________

Message or Alternate phone number:________________

E-mail address:___________________________________

Date of birth (month, day, year):_____________________

Place of birth (city): _______________________________

U.S. citizen? ______If not, current status:______________

Driver’s license number:____________________________

Marital status: ____________________________________

Children’s names an ages: __________________________

________________________________________________

________________________________________________

Job-Related Preferences
Positions desired: _________________________________

Second choice: __________________________________

Minimum pay acceptable: __________________________

Preferred pay range:_______________________________

Date available to begin work: _______________________

Preferred hours: __________________________________

Willing to work weekends? _________________________
Holidays: ____________ Overtime? _________________

Willing to relocate to: _____________________________

________________________________________________


References

Tip:  Employers will ask for references.  Select people who are most familiar with your work.  Past employers are best.   Get permission in advance to use people as references and tell them what kind of jobs you are looking for.   Ask them what they will say about you and request they send you a recommendation letter you can copy for employers as needed.  If a person will not give you a positive reference, ask someone else who will.

Reference 1

Name: _______________________________________

Occupation:___________________________________

Company or organization: _______________________

Street Address of business: ______________________

City, state, ZIP: _______________________________

Daytime phone number: (    ) _____________________

E-mail address: ________________________________

Relationship to you: ____________________________

How long this person has known you: ______________

Transferable Skills:  These skills can be used in a variety of jobs.

Tip:  Here are examples of skills that employers find important: teach others, manage money, manage people, meet the public, negotiate, organize or manage projects, speak well in public, and write well.

List the three skills you think are most important to the job you are seeking.

1. ____________________________________________________________________________________

2. ____________________________________________________________________________________

3. ____________________________________________________________________________________

Job-Related Skills: These skills are specific to the job you want. This is an example of a job-related skill.
Tip:  Use of  hand tools and electronic diagnostic equipment are important for auto mechanics.
List three job-related skills you have that will be most important for an employer to know about.

1. __________________________________________

2. __________________________________________

3.  _________________________________________

Relevant school Experience

List names, dates attended, and contact information for schools an employer may want to contact:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

School courses that are relevant to the job you seek:

________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________

Hobbies or other activities that might be of interest to an employer:

________________________________________________________________________________________________________________________________________________________________________________________________

Tools, machinery, and equipment (including computers) used:

________________________________________________________________________________________________________________________________________________________________________________________________

Accomplishment, degrees, and awards:

________________________________________________________________________________________________________________________________________________________________________________________________

Specific things you learned that will help you in the job you want:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Work Experience

Use the following worksheets to record your most significant paid work, volunteer work, work in a family business and military experience.  Emphasize things you think an employer might like to know about you.


Key Skills

Tip – This section collects information on three types of skills that are important to employers.  Think about what skills you have that are important for the job you are seeking.  Emphasize these skills in your interviews and provide examples of how you used them.

Adaptive skills/Personality Traits:  These skills make you a good worker and are part of your personality.

Tip – Employers find the following behaviors most important: follow instructions from supervisor, get along well with other, meet deadlines, get to work every day, arrive on time, hard working, productive, and honest.

List the three top things about yourself that you think make you a good worker.

1. ____________________________________________________________________________________

2. ____________________________________________________________________________________

3. ____________________________________________________________________________________

Tip – Life experiences can support you ability to do a job.  This is particularly important if you do not have much work experience related to the type of job you want.  Choose skills and accomplishments that might be of interest to a prospective employer.

Memberships and activities in professional associations related to the job you want: 

________________________________________________________________________________________________________________________________________________

Hobbies and leisure activities that support your job objective: 

________________________________________________________________________________________________________________________________________________________________________________________________

Family and home responsibilities (raising children, for example): 

________________________________________________________________________________________________________________________________________________

Other life experiences that might support your job objectives:

________________________________________________________________________________________________________________________________________________


Job 1
Employer’s name:_________________________________

Supervisor or person to contact:______________________

Phone number: (      )_______________________________

E-mail address: ___________________________________

Street address:____________________________________

City, state ZIP:___________________________________

You job title: ____________________________________

Starting pay: _____________Ending Pay:______________

Starting date: _____________ Ending date:_____________

Raises and promotions:________________________

________________________________________________________________________________________________________________________________________________

Reason for leaving (use positive language):_____________

________________________________________________________________________________________________________________________________________________

Number of days missed during the last year: ____________

Explain: ________________________________________

Duties and responsibilities (be as specific as possible): ___

________________________________________________________________________________________________________________________________________________

Special skills and knowledge you used or gained on the job:____________________________________________________________________________________________________________________________________________________________________________________________

What you did well, your major accomplishments and contributions: ________________________________________________________________________________________________________________________________________________________________________________________________

Tools and equipment, including computers used: ________________________________________________________________________________________________________________________________________________________________________________________________


List any formal or informal training you received outside of school – including workshops, seminars, and military training – that might support your job objective.  Include dates attended, organization names, and contact information. ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Tools, machinery, and equipment (including computers) used:

________________________________________________________________________________________________________________________________________________________________________________________________

Job-related things you learned:

________________________________________________________________________________________________________________________________________________

Job-related licenses and certifications:

Type: _____________________ Date:_________________

Type: _____________________ Date: ________________

What you did well, your major accomplishments and contributions: ________________________________________________________________________________________________________________________________________________________________________________________________

Tools and equipment, including computers used: ________________________________________________________________________________________________________________________________________________________________________________________________


Job 2

Employer’s name:_________________________________

Supervisor or person to contact:______________________

Phone number: (      )_______________________________

E-mail address: ___________________________________

Street address:____________________________________

City, state ZIP:___________________________________

You job title: ____________________________________

Starting pay: _____________Ending Pay:______________

Starting date: _____________ Ending date:_____________

Raises and promotions:________________________

________________________________________________________________________________________________________________________________________________

Reason for leaving (use positive language):_____________

________________________________________________________________________________________________________________________________________________

Number of days missed during the last year:____________

Explain:_________________________________________

Duties and responsibilities (be as specific as possible): ___

________________________________________________________________________________________________________________________________________________

Special skills and knowledge you used or gained on the job:____________________________________________________________________________________________________________________________________________________________________________________________
What you did well, your major accomplishments and contributions: ________________________________________________________________________________________________________________________________________________________________________________________________

Tools and equipment, including computers used: ________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________


Job 3
Employer’s name:_________________________________

Supervisor or person to contact:______________________

Phone number: (      )_______________________________

E-mail address: ___________________________________

Street address:____________________________________

City, state ZIP:___________________________________

You job title: ____________________________________

Starting pay: _____________Ending Pay:______________

Starting date: _____________ Ending date:_____________

Raises and promotions:________________________

________________________________________________________________________________________________________________________________________________

Reason for leaving (use positive language):_____________

________________________________________________________________________________________________________________________________________________

Number of days missed during the last year:____________

Explain: _________________________________________

Duties and responsibilities (be as specific as possible): ___

________________________________________________________________________________________________________________________________________________

Special skills and knowledge you used or gained on the job:____________________________________________________________________________________________________________________________________________________________________________________________

