Background Information Worksheet

Name_____________________________________________


Address
________________________________________________________
Phone_____________________

Cell:_______________________________

Email: _____________________________________________________________
EMPLOYMENT HISTORY AND/OR VOLUNTEER WORK
Company Name__________________________________________________________

Location (city)_____________________
(state)______________________________

Phone Number:________/________/________

From__________
To_____________
Title(s)_____________________________

Responsibilities of Position:

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

Starting Salary__________

Final Salary__________

Reason for Leaving:_______________________________________________________

Supervisor’s Name:______________________________________________

Company Name__________________________________________________________

Location (city)_____________________
(state)______________________________

Phone Number:________/________/________

From__________
To_____________
Title(s)_____________________________

Responsibilities of Position:

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

Starting Salary__________

Final Salary__________

Reason for Leaving:_______________________________________________________

Supervisor’s Name:______________________________________________

Company Name__________________________________________________________

Location (city)_____________________
(state)______________________________

Phone Number:________/________/________

From__________
To_____________
Title(s)_____________________________

Responsibilities of Position:

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

Starting Salary__________

Final Salary__________

Reason for Leaving:_______________________________________________________

Supervisor’s Name:______________________________________________

Company Name__________________________________________________________

Location (city)_____________________
(state)______________________________

Phone Number:________/________/________

From__________
To_____________
Title(s)_____________________________

Responsibilities of Position:

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

· ____________________________________________________________________

Starting Salary__________

Final Salary__________

Reason for Leaving:_______________________________________________________

Supervisor’s Name:______________________________________________

EDUCATION AND TRAINING
School:________________________________________________________________

(High School/GED, Technical or Vocational Training, English as a Second Language, College, University, other)

Name & Location of School__________________________________________________

From__________
To_____________
Diploma/Degree____________________________


School:________________________________________________________________

(High School/GED, Technical or Vocational Training, English as a Second Language, College, University, other)

Name & Location of School__________________________________________________

From__________
To_____________
Diploma/Degree____________________________
School:________________________________________________________________

(High School/GED, Technical or Vocational Training, English as a Second Language, College, University, other)

Name & Location of School__________________________________________________

From__________
To_____________
Diploma/Degree____________________________

SKILLS THAT ARE APPLICABLE FOR THE JOB
	Job skills
	Self-management skills
	Transferable skills

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB RELATED LICENSES, CERTIFICATIONS OR REGISTRATIONS
License/Certification/Registration:_____________________________________________________________

State or Country of Registration:______________________________________________________________

Expiration:___________________________

Number:_________________________________

License/Certification/Registration:_____________________________________________________________

State or Country of Registration:______________________________________________________________

Expiration: ___________________________

Number:_________________________________

License/Certification/Registration:_____________________________________________________________

State or Country of Registration:______________________________________________________________

Expiration:___________________________

Number:_________________________________

License/Certification/Registration:_____________________________________________________________

State or Country of Registration:______________________________________________________________

Expiration:___________________________

Number:_________________________________

