Client Questionnaire


	Client Questionnaire


	CONTACT INFORMATION

	Name (First, Last): 

Address: 

City, State, Zip: 

Email: 

Cell Phone: 

LinkedIn Profile Link:


	

	JOB TARGET

Example:  Marketing Director, Registered Nurse, Controller

	1. What position are you looking to target?

2. Give me three vital skills you are especially effective at as it relates the desired position.
3. In no more than 3 sentences, what are you recognized by management for as it relates to the role above?
4. In 2-3 sentences how do you describe your professional character?



	

	KEYWORDS/SKILLS
Example for Accounting:  General Ledger, Accounts Receivable, Accounts Payable, GAAP, Taxes, Reporting, Financial

	

	

	PERSONAL BRAND

Example:  I am a Human Resource Specialist specializing in benefits administration and compliance issues.

	

	

	INDUSTRIES, COMPANIES, MARKETS TARGETING

Example:  IT Industry, Social Networking Sector, Google, Yahoo, Facebook


	

	PROFESSIONAL EXPERIENCE & WORK HISTORY
Company Name:
City, State:

Dates of Employment:

Title:

Duties: (Example: Charged with marketing and promoting ABC widgets throughout a three-state territory.)
5-6 Achievements:

Try to include as much quantifiable data as possible; for example: Achieved 105% of monthly sales quota. Invoiced 120 customers daily. Caught data errors saving company $2M by conducting thorough audits.

Company Name: 
City, State:

Dates of Employment:

Title:

Duties:
5-6 Achievements:

Company Name: 
City, State:

Dates of Employment:

Duties:
5-6 Achievements:

Company Name: 
City, State:

Dates of Employment:

Duties:
5-6 Achievements:

Company Name: 
City, State:

Dates of Employment:

Duties:
5-6 Achievements:



	

	AFFILIATIONS, VOLUNTEER ACTIVITIES OR PROFESSIONAL CLUBS

Example:  Rotary Club, Treasurer, Denver, CO, 2000 to 2007


	

	LANGUAGES – FLUENT

Example:  English (U.S. Citizen) and Spanish

	


	COMPUTER SKILLS

Example: Microsoft Office and QuickBooks, etc.  What is your list?

	

	AWARDS OR HONORS RECEIVED & AFFILIATED ORGANIZATION
Example:  Rookie of the Year (Cisco Systems), Employee of the Month (Safeway, Inc.)

	


	EDUCATION

Example:  University of Arizona, Tucson, Arizona, 2005, Bachelor of Science in Psychology, Minor Fine Arts

	Educational Institution: 
City & State: 

Graduation Date or Dates Attended: 

Degree: 

Minor/Honors/Other Information: 

Educational Institution: 
City & State: 

Graduation Date or Dates Attended: 

Degree: 

Minor/Honors/Other Information: 

Educational Institution: 
City & State: 

Graduation Date or Dates Attended: 

Degree: 

Minor/Honors/Other Information: 



	COVER LETTER & LINKEDIN QUESTIONS (Not Applicable for Resume Only Clients)
5. What are the top three skills you would like to be known for by people reviewing your LinkedIn profile?

6. What are the top three skills or achievements you would like highlighted on your general cover letter?


	

	ADDITIONAL COMMENTS

Enter any additional comments or information that you feel would be helpful in writing your resume. Please also list any questions or concerns you may have about your current resume and what you would like to accomplish with the new version.
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