[image: image1.jpg]HPRO-CV




Update Your Pro-CV 
Worksheet
Congratulations! You are making an important step towards advancing your career. The worksheet you are about to complete covers all of your new skills, employment, responsibilities, and achievements. In order to serve you best, each answer must be completed thoroughly. This worksheet will also help prepare you for upcoming interviews.  
Instructions

1. Complete all answers thoroughly. Form fields allow unlimited information. 
2. If a question is not applicable to you or if you have answered it already, skip past it.

3. If you use abbreviations or acronyms, indicate what they stand for in the first instance. 
4. Periodically, save the document (Ctrl+S on the keyboard) in case of computer or software failure.

5. When complete, save a copy of your completed worksheet to your hard drive, and e-mail it back to Pro-CV. Further information is at the end of this document.

Existing Documents: CV, cover letters, or other related documents

Copy and paste (or attach to an email) any existing documents that you feel are relevant. These can include your existing CV, cover letters, letters of recommendation, links to information about your work (e.g., LinkedIn, Xing, etc.).

	Existing CV or résumé: 

	Cover letters: 

	Letters of recommendation: 

	Links to other information: 

	Other documents:  


Personal Information Changes
Note: If none of this information has changed, skip this section.
	Name (as it will appear on CV): 
	E-Mail Address: 

	Street Address: 
	Town & Postcode: 

	Home Phone: 
	Business Phone (if okay to call): 

	Mobile Phone: 
	Fax: 

	Last Position Title: 
	Position(s) Sought / Target Job Title: 

	Most Recent Salary: £ 
	Salary You are Seeking: £ 

	Date of Birth (if relevant): 
	Nationality (if relevant): 


New Education and Qualifications & Training Information 
Note: If none of this information has changed, skip this section.
	School/Organisation
	Name or type of qualification
(e.g., GCSE, A-Level, BSc.)
	List Courses studied with grades, if relevant
	Start

Year
	End

Year
	Additional
Information

	
	
	
	
	 
	

	
	

	
	
	
	
	 
	

	
	

	
	
	
	
	 
	

	
	

	
	
	
	
	 
	

	
	

	
	
	
	
	 
	

	
	

	OTHER EDUCATION, QUALIFICATIONS & TRAINING INFORMATION: 



New Employment Information

List your current and former jobs starting with the most recent. Then list the primary functions you performed at each of those positions and your major achievements and accomplishments. 
Note: There is no need to repeat primary job functions or achievements that were submitted in the Existing Documents section above.

Note: Fill in the Position Title and Dates because you will use the respective job numbers later in this document.
	Job

No.
	Position Title
	Company, City, County, Country
	Type of Firm
	Start

Date/Year
	End

Date/Year

	

	1
 
	Position Title 
	Company, City, County, Country 
	Type of Firm 
	Start Date: MM/YY


	End Date: MM/YY or “Present”


	
	Primary Job Functions:
Summarise your job responsibilities, that is, what you did each day and what skills you used. 
 Be specific, using numbers/statistics, if possible.

Major achievements & Accomplishments:
Now demonstrate and/or back up those responsibilities with achievements, results, and/or facts and figures.  (E.g., I increased sales by 40% by implementing new marketing scheme, which led to company expansion.)
What have you accomplished? 
What did you do to improve the business? 

How did your work benefit the company? 

How did you use your initiative?

 What aspects of your work are you particularly proud of? 

Were you promoted or given more responsibility? Why? 

Did you receive any awards or commendations? E.g., from your customers or from your employer.

Did you gain new qualifications or training?
 

In what way does your further education benefit the company? 

Additional information: 
 


	2
 
	Position Title 
	Company, City, County, Country 
	Type of Firm 
	Start Date: MM/YY


	End Date: MM/YY 



	
	Primary Job Functions:
Summarise your job responsibilities. That is, what you did each day and what skills you used. 
 Be specific, using numbers/statistics, if possible.


Major achievements & Accomplishments:
Now demonstrate and/or back up those responsibilities with achievements, results, and/or facts and figures.  (E.g., I increased sales by 40% by implementing new marketing scheme, which led to company expansion.)
What have you accomplished? 

What did you do to improve the business? 

How did your work benefit the company? 

How did you use your initiative?

 What aspects of your work are you particularly proud of? 


Were you promoted or given more responsibility? Why? 


Did you receive any awards or commendations? E.g., from your customers or from your employer.

Did you gain new qualifications or training?

 

In what way does your further education benefit the company? 


Additional information: 

 


	3
	Adding more than two jobs? 

Please describe them using the criteria above: 





Soft Skills

1.
Communication Skills. Describe your communication skills. For instance, describe your presentation/public speaking skills, abilities to write reports/other documents, influence others. Include which jobs you are referring to, if relevant. 
ANSWER: 
2.
Management Skills. Elaborate on your supervisory, management, project management skills. Include which jobs you are referring to, if relevant. 
ANSWER: 
3.
Personal Qualities. Describe any other personal qualities. If you have an existing profile statement, bio, psychometric test results, or other personality information, please paste it into the opposite box or attach in a separate email. Include which jobs you are referring to, if relevant. 
ANSWER: 
Personal Attributes and Capabilities
Place one “X” before all attributes you feel come closest to who you are. 

Place “XX” before those attributes that are the most important to your targeted profession.  

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Accepting
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Accommodating
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Accurate 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Adaptable 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Advocate 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Analytical 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Approachable / Nonthreatening  
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Articulate
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Artistically-inclined 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Attentive to Detail 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Balanced 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Calm / Level-headed

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Candid 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Caring 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Child Focused 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Collaborative  
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Committed
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Communicative

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Compassionate 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Composure 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Computer Literate

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Conceptual
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Conciliatory 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Concise 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Conflict Management 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Congenial  
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Commitment to Excellence 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Conscientious
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Considerate
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Consistent 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Crafty
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Creative  
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Cultivator

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Curious  
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Dedicated
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Dependable 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Detail-Oriented  
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Diligent  
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Discreet 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Down to Earth
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Dynamic
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Easy to Get Along With

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Educated / Degreed
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Educational Leader 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Empathetic 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Empowering 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Encouraging
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Energetic / Vital 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Ethics & Values 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Enthusiastic
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Expressive

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Facilitator
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Fair / Impartial
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Flexible / Versatile 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Focused
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Friendly
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Genuine  

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Goal-Driven
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Good Judgment  
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Good Listener 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Healthy Perspective 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Help Others Solve Problems 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Honest / Trustworthy 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Implementer 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Influencing
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Initiative

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Initiator
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Innovative 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Inquisitive 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Insightful 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Inspiring 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Instructor 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Interpersonal Skills
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Intuitive 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Learning Oriented

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Listening Skills 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Logical Thinker 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Mentoring 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Methodical 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Morale Building 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Motivated

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Motivator
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Multi-Skilled  
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Negotiator / Mediator  

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Nonjudgmental
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Observant
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Objective 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Open-minded 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Optimistic
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Organised  

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Patient
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Perceptive
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Persistent

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Personable
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Persuasive 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Planning & Conceptualising 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Positive Attitude
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Practical 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Presenter 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Problem-Solver 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Professional  
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Provide Direction

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Punctual 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Rapport Builder
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Realistic

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Reasonable
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Relationship Building 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Reflective  

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Resourceful
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Respected by Others
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Respectful 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Responsive 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Results-Oriented 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Role Model 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Self-Confident
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Self-Directed  
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Sense of Humour 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Sensitive to Others 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Sincere 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Supportive 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Tactful  
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Team Builder 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Time Manager

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Thorough
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Tolerant 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Trusted by Others 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Understanding
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Use a Human Touch 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Well Rounded 

	 FORMCHECKBOX 


 FORMCHECKBOX 
  Willing to Try New Things 
	 FORMCHECKBOX 


 FORMCHECKBOX 
  Work Ethic 
	


General Achievement Questions 
If a question is not applicable, or if it was thoroughly addressed in the “Employment Information” or in the Existing CV section, describe the challenge / obstacle briefly. 
1.
What were the three biggest achievements you accomplished in your career? Explain the challenges you were faced with, the actions you took to solve them, and the end results.

CHALLENGE #1: 
CHALLENGE #2: 
CHALLENGE #3: 
2.
What were the three largest obstacles you have had to overcome in your career? 
Explain the challenges, your actions, and the results.

OBSTACLE #1: 
OBSTACLE #2: 
OBSTACLE #3: 
3.
Have your superiors selected you over your peers to handle any difficult challenges?
If so, what were you selected for? What challenges did you have to overcome? 
How did you accomplish this? What were the results of your efforts?

ANSWER: 
4.
What did you accomplish in your career that you are most proud of? (Be sure it is relevant to the position you are targeting.)

ANSWER: 
5.
Have you contributed to your firm’s increased sales or growth in any way? If so, how did you accomplish this, and what measurable results (dollar amounts/percentages) did you achieve?

ANSWER: 
6.
Have you increased productivity, streamlined operations, or cut costs in any way? What you did to accomplish this? What were the measurable results of your efforts?

ANSWER: 
7.
Have you worked with any well-known or large corporate clients? Which ones? For what? (Include only if it is not a confidentiality breach to do so.)

ANSWER: 
8.
How have you helped increase customer satisfaction and/or expand client base? 

ANSWER: 
9.
Did you develop, establish, or perform a “company first” in any area? What was it for? 
What were the results?

ANSWER: 
10.
Are you in charge of a budget?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO
If so, which one and how much?          

ANSWER: 
11.
Is there anything else you would like to tell us that we have not already addressed?

ANSWER: 
Staff Management Questions 

This Section  FORMCHECKBOX 
 is applicable  FORMCHECKBOX 
 is not applicable to me. 

If the question is not applicable, or it has been thoroughly addressed in the “Employment Information” or in the existing CV that you copied & pasted into this document, skip past the section.
1.
How many employees and their titles do you supervise or manage directly and indirectly?

ANSWER: 
2.
What primary functions do you supervise?

ANSWER: 
3.
What methods do you use to motivate employees, increase morale, and reduce turnover?

	 FORMCHECKBOX 
  role model professionalism
	 FORMCHECKBOX 
  provide for effective two-way communication

	 FORMCHECKBOX 
  create a positive work atmosphere
	 FORMCHECKBOX 
  develop reachable but challenging goals

	 FORMCHECKBOX 
  exhibit mutual respect and honesty
	 FORMCHECKBOX 
  provide equal opportunity for promotion

	 FORMCHECKBOX 
  treat all employees fairly
	 FORMCHECKBOX 
  offer guidance and support when needed

	 FORMCHECKBOX 
  set a positive attitude example
	 FORMCHECKBOX 
  develop clear and specific performance objectives

	 FORMCHECKBOX 
  offer praise when due
	 FORMCHECKBOX 
  monitor and fairly evaluate performance

	 FORMCHECKBOX 
  reward achievements
	 FORMCHECKBOX 
  clearly define standards and expect quality work

	 FORMCHECKBOX 
  be consistent
	 FORMCHECKBOX 
  provide training and career development needs

	 FORMCHECKBOX 
  share information and knowledge
	 FORMCHECKBOX 
  demonstrate strong work ethic and teamwork

	 FORMCHECKBOX 
  establish credibility
	 FORMCHECKBOX 
  identify and remove all roadblocks to success

	 FORMCHECKBOX 
  exhibit a commitment to excellence
	 FORMCHECKBOX 
  develop an environment conducive to creativity

	 FORMCHECKBOX 
  Other: 


4.
How do you energise your department to make it an exciting place to create and/or produce?

ANSWER: 
5.
In what ways do you exhibit effective performance recognition leadership? That is, what methods do you use and measures do you take to effectively and successfully manage staff? 

	 FORMCHECKBOX 
  develop clear and specific performance objectives 
	 FORMCHECKBOX 
  proactively manage staff

	 FORMCHECKBOX 
  measure staff performance based on objectives
	 FORMCHECKBOX 
  write performance evaluations 

	 FORMCHECKBOX 
  establish  annual performance goals
	 FORMCHECKBOX 
  provide career assessment

	 FORMCHECKBOX 
  develop milestones to future career paths 
	 FORMCHECKBOX 
  reward achievements

	 FORMCHECKBOX 
  establish good will and credibility 
	 FORMCHECKBOX 
  be consistent

	 FORMCHECKBOX 
  effectively communicate with staff 
	 FORMCHECKBOX 
  share information

	 FORMCHECKBOX 
  identify and remove all road blocks to success 
	 FORMCHECKBOX 
  provide training needs

	 FORMCHECKBOX 
  hold staff personally accountable 
	 FORMCHECKBOX 
  expect implementation of quality projects

	 FORMCHECKBOX 
  facilitate performance improvement coaching
	 FORMCHECKBOX 
  delegate assignments according to skills

	 FORMCHECKBOX 
  provide leadership and guidance as needed
	 FORMCHECKBOX 
  monitor work performance

	 FORMCHECKBOX 
  Other: 


What are the results of your leadership initiatives and efforts? 

ANSWER:  
6.
How do you influence team members to develop positive working relationships with all levels of management and successfully produce results through others?

 FORMCHECKBOX 
  Provide clear direction
 FORMCHECKBOX 
  Exhibit and model influential leadership skills

 FORMCHECKBOX 
  Solicit feedback 
 FORMCHECKBOX 
  Serve as the primary resource hub

 FORMCHECKBOX 
  Insist on mutual support
 FORMCHECKBOX 
  Promote a cooperative working atmosphere

 FORMCHECKBOX 
  Share information 
 FORMCHECKBOX 
  Maximise employee morale

 FORMCHECKBOX 
  Model professional behaviour 
 FORMCHECKBOX 
  Foster a cooperative team environment 

	 FORMCHECKBOX 
  Other: 


7. 
What methods of staff training and development do you facilitate?  

 FORMCHECKBOX 
  Act as a source of expertise, guidance, and support on the job 

 FORMCHECKBOX 
  Lead and facilitate training workshops

 FORMCHECKBOX 
  Develop quality systems training curriculum   

 FORMCHECKBOX 
  Develop and implement training guides/technical manuals 

 FORMCHECKBOX 
  Instruct integrated training workshops/sessions

	 FORMCHECKBOX 
  Other: 


Additional Information

Note: If none of this information has changed, skip this section.
	Computer skills, including skill level and certifications, if applicable:      


	Foreign language skills, including level of competency in written/spoken:      

	Driving licence type and status:       

	Other Licences: 

	Memberships/roles in professional organisations/associations and dates:       

	Interests (if skills used are relevant to your target job): 

	Published articles:  

	Other Information:      


Target Job

Target Job – Specific Application 

Describe the specific job for which you will be applying. If you do not have a specific role in mind, go to the next section.

1.
Is there a specific job for which you will be applying? If so, copy and paste the exact wording of the advertisement, including the necessary qualifications, skills and/or experience required for this type of job or for this specific job. Include links, if available.

ANSWER: 
2.
Have you contacted someone at this company/agency?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO
If yes, describe your conversation with them. 

Name of contacted person: 
Details of correspondence and/or conversation: 
3.
Is there a deadline for this application?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO
DEADLINE DATE: 
4.
Do you have any other deadlines?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO 
Please describe what the deadline(s) is/are for.

DEADLINE IS FOR: 
DEADLINE DATE(S): 
Target Job – General 

Describe the job, or type of job, for which you will be applying. 

1.
What are some example job titles that interest you? 

ANSWER: 
2.
Copy and paste the wording of interesting advertisements, including the necessary qualifications, skills and/or experience required for this type of job or for this specific job. Include links, if available.

ANSWER: 
3.
Will you be applying outside of the UK?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO 
If so, where?

ANSWER: 
4.
What aspects of this job or type of work make you feel that you are the best person for the job and why?
ANSWER: 
5.
Which of your skills or areas of expertise are most important for your target job?

ANSWER: 
6.
What aspects of your personality, work experience and/or education / training are most relevant?

ANSWER: 
Cover Letter

If you ordered a cover letter, the following information will help us write a customised cover letter that matches your unique skills with the target job. 

1.
How will you be using your cover letter? 

	 FORMCHECKBOX 
  Sending CV in response to the specific advertisement described above and require a targeted letter. 

	 FORMCHECKBOX 
  Sending CV to various companies in response to their advertisements and require a customisable letter. 

	 FORMCHECKBOX 
  Sending CV to companies speculatively (no known vacancies; enquiring as to any vacancies).

	 FORMCHECKBOX 
  Sending CV to recruitment agencies in response to their advertisements.

	 FORMCHECKBOX 
  Sending CV to recruitment agencies speculatively (no specific vacancies of interest advertised).

	 FORMCHECKBOX 
  Sending CV as part of application for graduate trainee or internship programmes.

	 FORMCHECKBOX 
  Other, please describe: 


1.
Have you contacted the recipient of this letter?  FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO
If yes, describe your conversation with them. 

Name of recipient: 
Details of correspondence and/or conversation: 
Did they ask you to send them your CV? 
Reference Sheet

A complimentary reference sheet is included with your CV update. You may send us this information at any time. References are most often asked for at an interview, so it is a good idea to have them ready. Further information about who to use as a reference is here: http://www.cv-writer.co.uk/updateyourreferences.htm 
1.
Include the following for at least two referees:
Name / Job Title / Company / Postal Address / Telephone Number(s) / Email Address.
If relevant, indicate which job they are related to.
Referee #1:       FORMTEXT 

     

JOB NO.: 
Referee #2:       FORMTEXT 

     

JOB NO.: 
Referee #3:       FORMTEXT 

     

JOB NO.: 
Referee #4:       FORMTEXT 

     

JOB NO.: 
Additional Information 

Is there any additional information that we should know about you or your target job?

Additional information:      
Have your Say

1.

Did you have any problems or did you experience any frustrations when filling out this worksheet? If yes, please explain.

ANSWER: 
Thank you for your feedback!

Final Word

1. Please save this document to your hard drive and e-mail this document to dmills@pro-cv.co.uk.

2. If you haven’t already, please place your order at https://secure.webhoster.co.uk/www.pro-cv.co.uk/cv_orderform.htm#order 
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