Job Search Data Reference Guide
Use this form to help you organize and prepare the information that will be needed on the application. 
	Personal Information:


	Name
	
	

	Social Security number
	
	

	Address
	
	

	
	
	

	Previous address
	
	

	
	
	

	Telephone number home

Cell

Other
	
	

	 E-mail address
	
	

	Date of birth
	
	

	U.S. citizen (Y/N)

If no, current status
	
	

	Certifications or licenses


	
	

	Other information
	
	


	Job-Related Information:


	Position desired
	
	

	Minimum pay requirement
	
	

	Date available for work
	
	

	Preferred work hours
	
	

	Willing to work:

· Weekends 

· Holidays

· Overtime
	
	

	Willing to relocate
	
	

	Emergency Information:


	Contact name
	
	

	Phone number

Home

Work

Cell
	
	

	Relationship
	
	

	Address
	
	

	
	
	


	Education:  (List school name and location, year, and coursework)


	School courses relevant to position


	
	

	Tools, machinery, or equipment used in training


	
	

	Company sponsored training


	
	

	Additional training courses


	
	

	High school


	
	

	College


	
	

	Additional school work


	
	


	Work Experience:


Employer 1  (Begin with last employer)

	Employer
	
	

	Phone
	
	

	Address
	
	

	Supervisor/Contact
	
	

	Starting date
	
	

	Ending date
	
	

	Starting salary
	
	

	Ending salary
	
	

	Last job title
	
	

	Reason for leaving
	
	

	Duties and responsibilities


	
	

	Special skills or knowledge


	
	

	Major accomplishments


	
	

	Tools or equipment
	
	


	Work Experience:


Employer 2  
	Employer
	
	

	Phone
	
	

	Address
	
	

	Supervisor/Contact
	
	

	Starting date
	
	

	Ending date
	
	

	Starting salary
	
	

	Ending salary
	
	

	Last job title
	
	

	Reason for leaving
	
	

	Duties and responsibilities
	
	

	Special skills or knowledge


	
	

	Major accomplishments


	
	

	Tools or equipment
	
	


	Work Experience:


Employer 3  
	Employer
	
	

	Phone
	
	

	Address
	
	

	Supervisor/Contact
	
	

	Starting date
	
	

	Ending date
	
	

	Starting salary
	
	

	Ending salary
	
	

	Last job title
	
	

	Reason for leaving
	
	

	Duties and responsibilities


	
	

	Special skills or knowledge


	
	

	Major accomplishments


	
	

	Tools or equipment
	
	


	Work Experience:


Employer 4  
	Employer
	
	

	Phone
	
	

	Address
	
	

	Supervisor/Contact
	
	

	Starting date
	
	

	Ending date
	
	

	Starting salary
	
	

	Ending salary
	
	

	Last job title
	
	

	Reason for leaving
	
	

	Duties and responsibilities


	
	

	Special skills or knowledge


	
	

	Major accomplishments


	
	

	Tools or equipment
	
	


	Life Experience:


	Memberships and professional associations


	
	

	Volunteer activities and positions


	
	

	Other:


	
	


	Military Experience:


	Unit and/or location
	
	

	Rank
	
	

	Assignment or type of discharge
	
	

	Key dates
	
	


	Professional References:


	Name
	
	

	Address
	
	

	Phone
	
	

	Relationship
	
	


	Name
	
	

	Address
	
	

	Phone
	
	

	Relationship
	
	


	Name
	
	

	Address
	
	

	Phone
	
	

	Relationship
	
	


	Name
	
	

	Address
	
	

	Phone
	
	

	Relationship
	
	


	Other Notes:
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Reference Positioning Yourself for a Successful Job Search or

Position Your Next Move for a Successful Job Search

