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Return this Completed Questionnaire to Info@WriteThatRight.com
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FULL NAME: 
ADDRESS, CITY, STATE, ZIP CODE, COUNTRY: 
CELL/MOBILE PHONE: (    )    -
E
MAIL: 
What type position(s) are you seeking? For example, anything ranging from “a job in marketing” to a specific job listing will do.
dfff
  
EDUCATION

 
College/ University/ Vocational/Technical College/Trade School 
Full, Official Name_____________________________ 
City, State, Country_____________________________ 
Dates Attended/ Academic Credits Earned ___________ /  _______________
Graduate?_______________ Month/Year:_____________________
Degree Earned 
(i.e. Bachelor of Science):_________________
Major: ___________________Minor: _________________ Certificate: _________________
Grade Point Average (GPA) or Class Standing: ___________________
Honors and Awards: ___________________
Memberships and Offices Held: ___________________
Academic Projects
:/Relevant Coursework:

Example : Created on campus smoking cessation program
December2010 – February 2011    


* If you are a university graduate, do not bother filling out any high school information (only applies to clients in the USA).  However, do provide this information if you are applying for jobs in a location where the name of your high school might earn you some points—i.e. a prestigious, competitive high school

 High School: 
City and State:  
Dates Attended: 
Graduate?


Date: 
Degree Earned: 
Course of Study: 
Rank in Class:


GPA: 
Honors and Awards: 
Memberships and Offices Held: 
Other continuing education, special training or job related workshops, seminars and certifications.
Please list course title, length of course and school or speaker. (Make note on line 2 and list any additional courses on separate sheet)
1. ________________________________________________________________________
2. ________________________________________________________________________
 

Associations and Memberships (list organization name, and dates held (month and year)
1. ________________________________________________________________________
2. ________________________________________________________________________
 

Volunteerism (Please list organization, position, city, month, year, hours earned)
1. ________________________________________________________________________
2. ________________________________________________________________________
 

Publications (cited in the preferred industry citation such as MLA/APA)
1. ________________________________________________________________________________________________________________________________________________
2. _______________________________________________________________________________________________________________________________________________
 

List all software, computer languages, Applications, foreign languages, industry concepts, etc. As long as you have at least a basic understanding you should list it. Refer to the red box of examples to the right because you need to list skills in that format. Include the skill category and the list. Do not write down sentences, or phrases. These are just examples, it’s ideal for you to do the research to come up with your own! 

AWARDS AND RECOGNITIONS (Other than Academic)
 

	AWARD
	PRESENTED BY
	FOR
	DATE PRESENTED

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


1ST JOB


J
OB TITLE:

DATES (months and years)

COMPANY

LOCATION (CITY, STATE)

D
ESCRIPTION OF DUTIES ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SPECIFIC ACCOMPLISHMENTS (LIST 4)_________________________________________________
__________________________________________________________________________________________________________________________________________________________________________
SKILLS​​​​​​​​​​​​​​​​​​​​​______________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________ SPECIALTRAINING_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
NOTABLE ACCOMPLISHMENTS___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
MISCELLANEOUS______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2nd JOB


J
OB TITLE:

DATES (months and years)

COMPANY

LOCATION (CITY, STATE)

D
ESCRIPTION OF DUTIES ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SPECIFIC ACCOMPLISHMENTS (LIST 4)_________________________________________________
__________________________________________________________________________________________________________________________________________________________________________
SKILLS​​​​​​​​​​​​​​​​​​​​​______________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________ SPECIALTRAINING_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
NOTABLE ACCOMPLISHMENTS___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
MISCELLANEOUS______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3rd JOB


J
OB TITLE:

DATES (months and years)

COMPANY

LOCATION (CITY, STATE)

D
ESCRIPTION OF DUTIES ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SPECIFIC ACCOMPLISHMENTS (LIST 4)__________________________________

________________________________________________________________________________________________________________________________________________

SKILLS_______________________________________________________________

SPECIAL TRAINING______________________________________________________________________________________________________________________________________________________________________________________________________________

NOTABLE ACCOMPLISHMENTS____________________________________________________________________________________________________________________________________________________________________________________________________

MISCELLANEOUS_______________________________________________________

J
OB TITLE:

DATES (months and years)

COMPANY

LOCATION (CITY, STATE)

D
ESCRIPTION OF DUTIES ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SPECIFIC ACCOMPLISHMENTS (LIST 4)_________________________________________________
__________________________________________________________________________________________________________________________________________________________________________
SKILLS​​​​​​​​​​​​​​​​​​​​​______________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________ SPECIALTRAINING_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
NOTABLE ACCOMPLISHMENTS___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
MISCELLANEOUS______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4th JOB


J
OB TITLE:

DATES (months and years)

COMPANY

LOCATION (CITY, STATE)

D
ESCRIPTION OF DUTIES ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SPECIFIC ACCOMPLISHMENTS (LIST 4)_________________________________________________
__________________________________________________________________________________________________________________________________________________________________________
SKILLS​​​​​​​​​​​​​​​​​​​​​______________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________ SPECIALTRAINING_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
NOTABLE ACCOMPLISHMENTS___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
MISCELLANEOUS______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
5th JOB


J
OB TITLE:

DATES (months and years)

COMPANY

LOCATION (CITY, STATE)

D
ESCRIPTION OF DUTIES ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SPECIFIC ACCOMPLISHMENTS (LIST 4)_________________________________________________
__________________________________________________________________________________________________________________________________________________________________________
SKILLS​​​​​​​​​​​​​​​​​​​​​______________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________ SPECIALTRAINING_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
NOTABLE ACCOMPLISHMENTS___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
MISCELLANEOUS______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
List anything else that might be relevant to your job or personal qualifications
 
Instructions: Fill out this questionnaire the best that you can. It is perfectly fine to omit certain sections and questions. Please read each question carefully and answer it as requested based on the directions.





If you already have a resume/CV and it is missing information you see requested in this questionnaire you may do one of two things. 


Paste the filled out sections of the questionnaire at the bottom of your existing resume if you have one.


Paste section of your resume at the top of this questionnaire.





Make sure to only send me one document.








1.





2.





3.























�Make sure your email is something formal, like � HYPERLINK "mailto:first.last@gmail.com" �first.last@gmail.com� and not something informal like � HYPERLINK "mailto:littlebutterfly12@gmail.com" �littlebutterfly12@gmail.com� 


�Include the official name of the degree. If you are not 100% sure consult your school’s website to see what degree they award.


�Projects: 





Provide me with 1-4 projects/papers completed in your classes. I need the dates, class name, project/paper name. Also write 1-3 sentences explaining your role in the project. 





*You may also include personal projects as well


�When


�Please Add your skills directly into the document. Make sure that you have listed all of the skills you can. I will go through and decide which ones are relevant. 





-Double check that each skill is capitalized (Copywriting not copywriting)





-Check that you have listed the official names of each skill with correct punctuation (MySQL not mySQL for instance) 








Skill Examples for Reference:





Foreign Language: Arabic (elementary reading/writing ability)   


Written Communication: Editing, Fact Checking, Copywriting, Proofreading, Web Content, MLA, AP, Business Correspondence, Academic Writing


Computer Software: MS Excel, MS Word, MS PowerPoint, MS Publisher, Adobe PageMaker, Adobe Framemaker, Adobe Photoshop, Flash MX, Quark XPress, Adobe Dreamweaver, Adobe InDesign, Adobe Illustrator


Research: LexisNexis, Westlaw


Legal Communication: Legal Memorandums, Motions, Case Law, Legal Calendars, Completing Legal Forms, Client Counseling, Bankruptcy Petitions


Computer Hardware: CPU’s, Motherboards, Modems, Network Cards, RAM, Hard Drives, CDROM/DVD Drives, Sound Cards, Video Cards, Custom System Cooling, Custom Heatsinks and Fans, Printers, Copiers, Scanners


Event Planning: Logistics, Volunteer Management, Crowd Control, Event Setup, VIP Car


Marketing: Message development and Placement, Targeting Audiences, Media Relations, Public Outreach 


Laboratory Procedures:  Pipetting, Gel Electrophoresis, PCR, Polymer Spincoating, Titration, TLC, Distillation, Crystallization, Acid/Base Extraction


Laboratory Equipment:  LASERs, Optical Tables, HPLC, NMR, Various Spectroscopy, Gas Chromatography, AA Spectroscopy, UV/VIS/Fluoroscense Spectroscopy, Mass Spectroscopy


Machining: Vertical mill, lathe, drill press, common powered/unpowered hand tools, basic arc, gas welding 


Web Concepts: Accessibility, Usability, Standards-compliance, Cross-browser compatability, Grid layout systems, SEO, SEM, Social Media Marketing, Advertising


Finance: Budget Ceation, Budget Analysis, Expenditure Reconciliation, Accounts Receivable, Accounts Payable, Inter-departmental Cost Transferring, Revenue Reconciliation


HR: Payroll Processing, Payroll Reconciliation, Labor Distribution, Labor Adjustment, Hiring Process





�Note: You should visit � HYPERLINK "http://www.indeed.com/" �http://www.indeed.com/� and change each of your job title to something more common. As you search for job titles make sure there are many entries listed. The point in doing this is so hiring people can scan your resume and see that you have experience doing the job because the job titles are self explanatory. Then they will actually bother reading the job descriptions.





�If possible write each sentence using an action verb in past tense.





EX) “Conducted experiments….”


�Note: You should visit � HYPERLINK "http://www.indeed.com/" �http://www.indeed.com/� and change each of your job title to something more common. As you search for job titles make sure there are many entries listed. The point in doing this is so hiring people can scan your resume and see that you have experience doing the job because the job titles are self explanatory. Then they will actually bother reading the job descriptions.





�If possible write each sentence using an action verb in past tense.





EX) “Conducted experiments….”


�Note: You should visit � HYPERLINK "http://www.indeed.com/" �http://www.indeed.com/� and change each of your job title to something more common. As you search for job titles make sure there are many entries listed. The point in doing this is so hiring people can scan your resume and see that you have experience doing the job because the job titles are self explanatory. Then they will actually bother reading the job descriptions.





�If possible write each sentence using an action verb in past tense.





EX) “Conducted experiments….”


�Note: You should visit � HYPERLINK "http://www.indeed.com/" �http://www.indeed.com/� and change each of your job title to something more common. As you search for job titles make sure there are many entries listed. The point in doing this is so hiring people can scan your resume and see that you have experience doing the job because the job titles are self explanatory. Then they will actually bother reading the job descriptions.





�If possible write each sentence using an action verb in past tense.





EX) “Conducted experiments….”


�Note: You should visit � HYPERLINK "http://www.indeed.com/" �http://www.indeed.com/� and change each of your job title to something more common. As you search for job titles make sure there are many entries listed. The point in doing this is so hiring people can scan your resume and see that you have experience doing the job because the job titles are self explanatory. Then they will actually bother reading the job descriptions.





�If possible write each sentence using an action verb in past tense.
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�Note: You should visit � HYPERLINK "http://www.indeed.com/" �http://www.indeed.com/� and change each of your job title to something more common. As you search for job titles make sure there are many entries listed. The point in doing this is so hiring people can scan your resume and see that you have experience doing the job because the job titles are self explanatory. Then they will actually bother reading the job descriptions.





�If possible write each sentence using an action verb in past tense.





EX) “Conducted experiments….”





