Date:                                       Hire Excellence, Inc.                                       
Recr:                       Source:                                                  Job Code:                                            IND:                                     ID:

	First Name
	MI
	Last Name
	Home Phone
	Cell Phone
	Work Phone

	     
	 
	     
	     
	     
	     

	Address
	City
	Zip Code
	e-mail address

	     
	     
	     
	     

	Education

	
	Name of School
	Location
	did you graduate?
	Degree(s) Received
	Area of Study/Major
	Graduation Date

	High School
	     
	     
	     
	
	
	

	College
	     
	     
	     
	    
	     
	     

	Other Ed
	     
	     
	     
	     
	     
	     

	Professional Skills

	Software/Skills
	beg/int/adv user?
	Test Scores
	Software
	Years of

Experience
	Software
	Years of

Experience
	certifications/licenses (e.g. CPA,CPM, PHR)

	MS Word
	     
	
	MS Outlook
	  
	SAP
	  
	     

	MS Excel
	     
	
	Lotus Notes
	  
	AS400
	  
	     

	MS PowerPoint
	     
	
	PeopleSoft
	  
	JD Edwards
	  
	     

	MS Access
	     
	
	Peachtree
	  
	Great Plains
	  
	   Languages Spoken

	MS Project
	     
	
	Ceridian
	  
	Oracle
	  
	     

	Typing Speed
	     
	
	ADP
	  
	SharePoint
	  
	     

	Data Entry Speed
	     
	
	QuickBooks
	  
	Hyperion
	  
	     

	Employment History

	Current / Most Recent Employer
	Address (include city, state and zip)
	Telephone

	     
	     
	     

	Dates of Employment
	Position Title
	Name and Title of Supervisor
	Starting Salary
	Ending Salary

	     
	     
	     
	     
	     
	     

	Industry
	Eligible for rehire?
	May we contact for a reference?
	Reason for leaving
	Bonus
	     

	     
	     
	     
	     
	Total Comp
	     

	Notes:     

	Previous Employer
	Address (include city, state and zip)
	Telephone

	     
	     
	     

	Dates of Employment
	Position Title
	Name and Title of Supervisor
	Starting Salary
	Ending Salary

	     
	     
	     
	     
	     
	     

	Industry

Eligible for rehire?

May we contact for a reference?

Reason for leaving

Bonus

     
     
     
     
     
Total Comp

     


	Notes:     

	Previous Employer
	Address (include city, state and zip)
	Telephone

	     
	     
	     

	Dates of Employment
	Position Title
	Name and Title of Supervisor
	Starting Salary
	Ending Salary

	     
	     
	     
	     
	     
	     

	Industry

Eligible for rehire?

May we contact for a reference?

Reason for leaving

Bonus

     
     
     
     
     
Total Comp

     
Notes:     


	Additional/Previous Employment

	Company
	     
	Title
	     
	Dates (From/To)
	     
	     

	Industry
	     
	Salary
	     
	Reason for leaving
	     

	Company
	     
	Title
	     
	Dates (From/To)
	     
	     

	Industry
	     
	Salary
	     
	Reason for leaving
	     

	references:  please provide 2 Current / Former Managers and 2 Peer References


	Company
	     
	Name
	     
	Tel
	     
	Title
	     

	Company
	     
	Name
	     
	Tel
	     
	Title
	     

	Company
	     
	Name
	     
	Tel
	     
	Title
	     

	Company
	     
	Name
	     
	Tel
	     
	Title
	     

	Please List Companies You Have Already Applied to and/OR INTERVIEWED With & Status

	Company
	     
	Position
	     
	Date
	     
	Status
	     

	Company
	     
	Position
	     
	Date
	     
	Status
	     

	Company
	     
	Position
	     
	Date
	     
	Status
	     

	Company
	     
	Position
	     
	Date
	     
	Status
	     

	P L E A S E   S T O P   H E R E

- AUTHORIZATION - 
Are you legally authorized to work in the United States? _____________________ (Proof of eligibility will be required)
Have you ever been convicted of a felony?  __________________________________________________________________
Hire Excellence, Inc. is an equal opportunity employer.  We do not discriminate on the basis of age, race, color, 
religion, sex, national origin, marital status, or the presence of any physical or mental condition or disability.

I hereby authorize (employees of) Hire Excellence, Inc. to investigate any past employment and education and to provide this information to prospective employers on my behalf.  I release from all liability all persons requesting and supplying such information.  The information will be kept in the utmost confidence.
Signature:                                                                                                               Date:


	Work/duties you enjoy doing
	Work/duties to Avoid
	Professional Strengths 
	Weaknesses

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	What would have to happen for you to stay at your current co?
COUNTER OFFER:                                                                          Long term goal / dream job:                                                                       

Accomplishments that set you apart / Outside interests
MOTIVATION TO CHANGE. RANK THE FOLLOWING: 
_____ MONEY                _____ BENEFITS      _____  JOB SECURITY
_____ CHALLENGE        _____ LOCATION     _____ ADVANCEMENT


	Locations: 
	
	Trans:
	
	MINIMUM $ CONSIDERED
	

	TEMP   /   TTH
	Interview Avail:
	
	Earliest Start Date:
	
	Vacation /Time off
	

	INTERVIEW SUMMARY

	

	

	

	

	PREP:                                                                                                                                              BIF: 



