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For Team Leaders, Managers, Professionals and Executives wanting to attract
better job opportunities, obtain an ideal role or promotion and get paid what their worth!






Questionnaire/Worksheet

Email:  carolyn.smith@impactwriting.com.au
Thank you for choosing me to develop your career marketing documents.     

Before you start, please keep in mind that the quality of information that you provide me with is crucial to the process.
Yes, I can ‘creatively’ develop your job application on the basis of an old resume and or selection criteria you have forwarded to me.  However all I will be doing is re-writing your material, albeit to a very high standard.

Since you hired me I know this is not your objective - rather you want to go one step further and outshine the competition.  To do this, we are not just going to talk about your work history we are going to articulate your value, in particular focusing on what you have accomplished and achieved.  

If you don’t think you’ve done much, then think again.  Most of us spend our whole life just ‘doing the job’, not thinking about what we have achieved on the job.  This is your opportunity to sit down and perhaps for the first time assemble data on what you have accomplished for your employer/organisation.

When completing the questionnaire, please provide SPECIFIC details when explaining your job functions and ACHIEVEMENTS and pay particular attention to areas which are most relevant to your targeted job. I’m interested in how you performed your duties, what makes you better than others. 
	Please ignore any questions within this worksheet that have already been answered by your resume or other data provided. There is no need to duplicate information.


Completing the worksheet will take some thought and will also help you prepare for the interview phase in advance, so work on it when you’re feeling fresh and are not in a hurry.

If you do nothing else, provide me with a list of CAR’s under each and every job.  

Any questions, just ask!

Take care and all the very best

Carolyn Smith

	CONTACT DETAILS

	Please list details exactly as you wish them to appear on your résumé.

	Name: 
	     

	Street Address
	     

	Suburb/Town:
	     
	State:
	     
	Postcode:
	     

	Home Phone:
	     
	Work Phone: (Provide this ONLY if you can confidentially take calls at work):


	     
	Mobile Phone:
	     

	Email:  


	     

	(only use a work email if applying for internal jobs – otherwise provide a private email address)


	PROFESSIONAL SUMMARY

	Please describe in order of preference your Career Objective  

	1 
	     

	2 
	     

	3 
	     


	Are you willing to:

	Travel
	  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
	Relocate
	  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No


	OVERALL PURPOSE OF RESUME

	What type of positions will you be applying for? Please provide job advertisements as examples if relevant/appropriate.

	1 
	     

	2 
	     

	3 
	     

	Is this a career change for you?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	     

	Please provide an overview of your experience within this industry (years?); relevant personal attributes; advancement, promotion and achievements (figures/years if possible) which will set you apart

	     

	Use single words or short sentences to describe YOU?

	     

	What are your strongest selling points in qualifying for this line of work?

	     

	What would you like employers to know about you? 

	     

	LANGUAGES

	Do you speak, read or write any other languages?
	      


	EDUCATION & TRAINING

	List all degrees, certificates, diplomas and tertiary education attained in the following format: Degree (Majors)/Diploma/Certificate/Course Name

	Type
	Course Name
	Institution/Provider
	Location 
(City/State)
	Date Completed/ Due to complete

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	If you have not completed your Degree, or you are a recent Graduate, please list your major subjects completed.  Only list only those that are relevant and will support the role that you are targeting.

	     

	     

	     

	     


	DEVELOPMENT

	List all professional development that you’ve undertaken including:


	Course Name
	     

	Institution/Provider
	     

	Location (City/State)
	     

	Date completed / Due to complete
	     


	Course Name
	     

	Institution/Provider
	     

	Location (City/State)
	     

	Date completed / Due to complete
	     


	Course Name
	     

	Institution/Provider
	     

	Location (City/State)
	     

	Date completed / Due to complete
	     


	Tickets
	     

	Licences
	     

	Certifications
	     

	Professional Memberships/Affiliations
	     


	COMPUTER SKILLS/INFORMATION TECHNOLOGY

	List your computer skills, including:

	Programming
	     

	Operating Systems
	     

	Software Applications
	     


	EMPLOYMENT HISTORY & EXPERIENCE

	Begin with your most recent employer. Include self-employment, volunteer or unpaid work. List different positions at the same company as separate jobs.


	Remember to ask yourself – (these questions may help you to think about things that you may have achieved….they won’t all be relevant!)

Was I instrumental in suggesting or executing a new process?

What awards did I win? – What were these awards for?

Did I save the company money?

Did I meet budgets relating to managing events?

Did I receive unsolicited feedback from customers and clients?

Did I make and exceed budget? How did I achieve this?

Did I introduce new working methods in the office that streamlined processes?




	JOB ONE

	Job Title
	     

	Company name
	     

	Employment dates (from/to)
	     

	Location (city/state)
	     
	Type of Company
	     

	Annual revenue/turnover
	     
	Number of company locations
	     
	Size/Number of employees
	     

	Global, national, regional or local
	     

	What do they do, make or sell?
	     

	Target market.
	     

	Who do you report to?
	     

	Do you supervise any staff?  If so, how many and what are their positions?
	     

	Describe the most important aspect of your role.
	     


	Briefly describe the main challenges that you encountered when you arrived.
	     


	List all aspects of your job function, including your duties and responsibilities.  Be as specific as possible, list everything you can think of.
	     


	How were you recruited into the position – did you compete with several other applicants in a highly competitive market?  Were you head-hunted? Did you relocate?
	     



	Please list 5 of your main achievements for this role. For each achievement list the task/challenge you were faced with, the action you took and the results of your actions. 

	Achievements
	Task/Challenge
	Action
	Result

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	JOB TWO

	Job Title
	     

	Company name
	     

	Employment dates (from/to)
	     

	Location (city/state)
	     
	Type of Company
	     

	Annual revenue/turnover
	     
	Number of company locations
	     
	Size/Number of employees
	     

	Global, national, regional or local
	     

	What do they do, make or sell?
	     

	Target market.
	     

	Who do you report to?
	     

	Do you supervise any staff?  If so, how many and what are their positions?
	     

	Describe the most important aspect of your role.
	     


	Briefly describe the main challenges that you encountered when you arrived.
	     


	List all aspects of your job function, including your duties and responsibilities.  Be as specific as possible, list everything you can think of.
	     


	How were you recruited into the position – did you compete with several other applicants in a highly competitive market?  Were you head-hunted? Did you relocate?
	     



	Please list 5 of your main achievements for this role. For each achievement list the task/challenge you were faced with, the action you took and the results of your actions. 

	Achievements
	Task/Challenge
	Action
	Result

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	JOB THREE

	Job Title
	     

	Company name
	     

	Employment dates (from/to)
	     

	Location (city/state)
	     
	Type of Company
	     

	Annual revenue/turnover
	     
	Number of company locations
	     
	Size/Number of employees
	     

	Global, national, regional or local
	     

	What do they do, make or sell?
	     


	Target market.
	     

	Who do you report to?
	     

	Do you supervise any staff?  If so, how many and what are their positions?
	     

	Describe the most important aspect of your role.
	     


	Briefly describe the main challenges that you encountered when you arrived.
	     


	List all aspects of your job function, including your duties and responsibilities.  Be as specific as possible, list everything you can think of.
	     


	How were you recruited into the position – did you compete with several other applicants in a highly competitive market?  Were you head-hunted? Did you relocate?
	     



	Please list 5 of your main achievements for this role. For each achievement list the task/challenge you were faced with, the action you took and the results of your actions. 

	Achievements
	Task/Challenge
	Action
	Result

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	JOB FOUR

	Job Title
	     

	Company name
	     

	Employment dates (from/to)
	     

	Location (city/state)
	     
	Type of Company
	     

	Annual revenue/turnover
	     
	Number of company locations
	     
	Size/Number of employees
	     

	Global, national, regional or local
	     

	What do they do, make or sell?
	     

	Target market.
	     

	Who do you report to?
	     

	Do you supervise any staff?  If so, how many and what are their positions?
	     

	Describe the most important aspect of your role.
	     


	Briefly describe the main challenges that you encountered when you arrived.
	     


	List all aspects of your job function, including your duties and responsibilities.  Be as specific as possible, list everything you can think of.
	     


	How were you recruited into the position – did you compete with several other applicants in a highly competitive market?  Were you head-hunted? Did you relocate?
	     



	Please list 5 of your main achievements for this role. For each achievement list the task/challenge you were faced with, the action you took and the results of your actions. 

	Achievements
	Task/Challenge
	Action
	Result

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	JOB FIVE

	Job Title
	     

	Company name
	     

	Employment dates (from/to)
	     

	Location (city/state)
	     
	Type of Company
	     

	Annual revenue/turnover
	     
	Number of company locations
	     
	Size/Number of employees
	     

	Global, national, regional or local
	     

	What do they do, make or sell?
	     

	Target market.
	     

	Who do you report to?
	     

	Do you supervise any staff?  If so, how many and what are their positions?
	     

	Describe the most important aspect of your role.
	     


	Briefly describe the main challenges that you encountered when you arrived.
	     


	List all aspects of your job function, including your duties and responsibilities.  Be as specific as possible, list everything you can think of.
	     


	How were you recruited into the position – did you compete with several other applicants in a highly competitive market?  Were you head-hunted? Did you relocate?
	     



	Please list 5 of your main achievements for this role. For each achievement list the task/challenge you were faced with, the action you took and the results of your actions. 

	Achievements
	Task/Challenge
	Action
	Result

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	JOB SIX

	Job Title
	     

	Company name
	     

	Employment dates (from/to)
	     

	Location (city/state)
	     
	Type of Company
	     

	Annual revenue/turnover
	     
	Number of company locations
	     
	Size/Number of employees
	     

	Global, national, regional or local
	     

	What do they do, make or sell?
	     

	Target market.
	     

	Who do you report to?
	     

	Do you supervise any staff?  If so, how many and what are their positions?
	     

	Describe the most important aspect of your role.
	     


	Briefly describe the main challenges that you encountered when you arrived.
	     


	List all aspects of your job function, including your duties and responsibilities.  Be as specific as possible, list everything you can think of.
	     


	How were you recruited into the position – did you compete with several other applicants in a highly competitive market?  Were you head-hunted? Did you relocate?
	     



	Please list 5 of your main achievements for this role. For each achievement list the task/challenge you were faced with, the action you took and the results of your actions. 

	Achievements
	Task/Challenge
	Action
	Result

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	COMMUNITY SERVICE

	Do/did you participate in any community service or volunteer programs? What programs? When? Any honours or awards for these efforts?

	     

	What clubs or associations, did/ do you belong to? Any leadership roles within these organizations? Any special events or projects you’ve managed?

	     


	PUBLICATIONS/PRESENTATIONS

	Title
	Periodical
	Location
	Date

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	WORK HISTORY

	Consider your entire work history when providing information with regard to the following categories. Be brief and consider Management/Supervisory Skills, Organisational Abilities, Sales Abilities, Communication/Human Relations Skills (including  public speaking, group facilitation, etc.), Technical/Analytical Skills (data collection and analysis, problem solving, etc.), Research / Development Skills (program development and evaluation, etc.), any other information you feel may be pertinent. 
What set you apart from others in your field?

	     

	Personal Strengths:

	     


	Achievements (things that you feel are your greatest accomplishment in the workplace / school / community.

	     


	Short-Term Goals

	     


	Long Range Goals

	     



	REFERENCES

	*** Please complete & return if you require references within your résumé ***

· Prior to listing any names & contact information below, please ensure that you contact each of your references, inform him/her of your upcoming job search.

· Once you get their permission, find out what their contact listing preference is: (a) Residence #;  or (b) Work #.

· If necessary, be specific & refresh their memory on which part of your (skills/work experience) that you'd appreciate them highlighting when contacted. (This will enable them to be fully prepared for the upcoming phone enquiries!)

· You will need the minimum of 2 if applying for a government position


	Name of Referee
	

	Job Title/Profession
	

	Company name
	

	Address
	

	Phone/Mobile and email
	


	Name of Referee
	

	Job Title/Profession
	

	Company name
	

	Address
	

	Phone/Mobile and email
	


	Name of Referee
	

	Job Title/Profession
	

	Company name
	

	Address
	

	Phone/Mobile and email
	


	Name of Referee
	

	Job Title/Profession
	

	Company name
	

	Address
	

	Phone/Mobile and email
	


	CONGRATULATIONS! Thank you. 
You have now completed this worksheet.

Please save your work before emailing this document back to carolyn.smith@impactwriting.com.au
Upon return receipt of this worksheet we will commence the writing and production phase of your resume.
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