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Please complete the worksheet as best you can. It is OK to skip any question which you feel is not relevant. 
PLEASE DO NOT REPEAT INFORMATION THAT IS ALREADY ON THE RESUME YOU HAVE SENT US
	No.
	Question
	Answer

	1. 
	What are your career goals? Within the next few years, and in the long term. What role are you seeking next? 

	

	2. 
	Do you have a LinkedIn profile? If so please include the URL in order for me to link it to your CV and also for me to gain further insight into your career. 

	

	3. 
	What qualifications do you have? 
(Things you had to go to school/ college/ university for or have certificates for - Degrees, Diplomas, Certificates, Licences, etc) (include names of institutions and dates and any honours or distinctions)

	







	4. 
	What other training and courses have you done? Give dates

	

	5. 
	What software packages are you familiar with? 
	


	6. 
	Do you speak any other languages? Give levels

	

	7. 
	What makes you and your career background different from others? 
Why should the recruiter choose you above many others?

	






	8. 
	What are your strongest areas of experience, knowledge and skills in your job. 
What are the key skills recruiters look for in your field?

	







	9. 
	What ’soft’ or ‘transferable’ skills or ‘personal characteristics’ do you have that make you a strong candidate? 
(eg: multitasking skills, resourceful, etc.)
	






	10. 
	Are there any acronyms on your resume? If so is it clear to a recruiter who is not familiar with your industry what they mean? Or should they be expanded? 





	

	11. 
	Look at the questions below (a-q), think about your accomplishments, your achievements, they won’t all be relevant to YOUR career, so just select the ones that apply, and for each, tell me about 
· the challenge involved (What needed to be done? Why?)
· your action (What did you do? include team efforts)
· the results (Use numbers, percentages, £/$ values) 

[bookmark: _GoBack]An example might be - Addressed repeatedly high overtime costs by analysing working practices, exposing inefficiencies, implementing leaner methods and reorganising the working area, reduced costs by 50%


	
	Have you…

	a
	Accomplished more with the same or fewer resources?  

	


Which job role/company? 


	b
	Received awards(s), special recognition, etc. 

	



Which job role/company?


	c
	Increased efficiency?  

	


Which job role/company?


	d
	Solved difficult problem(s)

	


Which job role/company?


	e
	Saved the company money? 

	


Which job role/company?


	f
	Trained people and what was the impact to the company? 

	


Which job role/company?


	g
	Increased sales and/or production? 

	


Which job role/company/account?


	h
	Been promoted or upgraded? 

	


Which company?


	i
	Won bids or tenders?
	


Which job role/company?


	j
	Increased client base?
	


Which job role/company?
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