Worksheets to Catalog Professional History
QUALIFICATIONS

Refer to chapter 5 and table 5.4 for instructions on using and writing a qualifications summary. Choose from these suggested items:

Title/functional area: 

Subcategories of functional area or core competencies: 

Industry: 

Number of years of experience: 

Expertise, strengths, specialization: 

“Combination” accomplishment or highlights of accomplishments: 

Advance degree, certification, licensure: 

Language skills, international business skills: 

Technical/computer skills: 

Personal profile/management style: 

Affiliations: 

Employers, schools with name recognition: 

PROFESSIONAL EXPERIENCE
A. Your most recent employer

Company name: 

Company’s location: City 
   State 


Month/Year you were hired: 


Month/Year you left:
 / 
(list “Present” if still employed)

Your most recent title: 


List any prior positions with the company (if applicable): 

Company annual sales (if public): $

Indicate whether company is regional, national, or international: 


Distinguishing characteristics of company (such as “the nation’s leading manufacturer of widgets,” the world’s second largest distributor of high-tech components,” “the region’s dominant real estate brokerage,” etc.): 

Briefly describe your scope of accountability, listing items in order of importance. Refer to chapter 5 for complete instructions on writing job descriptions.

1.  

2.  

3.  

4.  

5.  

6.  

Contributions / Impact Statements: What did you do to help the company become more profitable, operate more efficiently, or solve specific problems? Be specific about how you did it and what the “before” and “after” facts are. Refer to chapter 6 for ideas on developing impact statements.

1.  


2.  


3.  


4.  


5.  


6.  


7.  

B. The employer prior to your current (or most recent) employer
Company name: 

Company’s location: City 
   State 


Month/Year you were hired: _____ / _____   Month/Year you left:  ____ / _____

Your title: 


List any prior positions with the company (if applicable): 

Company annual sales (if public): $

Indicate whether company is regional, national, or international: 


Distinguishing characteristics of company: 

Briefly describe your scope of accountability, listing items in order of importance. Refer to chapter 5 for complete instructions on job writing descriptions.

1.  

2.  

3.  

4.  

5.  

6.  

Contributions / Impact Statements: What did you do to help the company become more profitable, operate more efficiently, or solve specific problems? Be specific about how you did it and what the “before” and “after” facts are. Refer to chapter 6 for ideas on developing impact statements.

1.  

2.  

3.  

4.  

5.  

6.  

C. The employer prior to company listed under “B.”
Company name: 

Company’s location: City 
   State 


Month/Year you were hired: _____ / _____   Month/Year you left:  ____ / _____


Your title: 


List any prior positions with the company (if applicable): 

Company annual sales (if public): $

Indicate whether company is regional, national, or international: 


Distinguishing characteristics of company: 

Briefly describe your scope of accountability, listing items in order of importance. Refer to chapter 5 for complete instructions on job writing descriptions.

1.  

2.  

3.  

4.  

Contributions / Impact Statements: What did you do to help the company become more profitable, operate more efficiently, or solve specific problems? Be specific about how you did it and what the “before” and “after” facts are. Refer to chapter 6 for ideas on developing impact statements.

1.  

2.  

3.  


D. The employer prior to company listed under “C.”
Company name: 

Company’s location: City 
   State 


Month/Year you were hired: _____ / _____   Month/Year you left:  ____ / _____


Your title: 


List any prior positions with the company (if applicable): 

Company annual sales (if public): $

Indicate whether company is regional, national, or international: 


Distinguishing characteristics of company: 

Briefly describe your scope of accountability, listing items in order of importance. Refer to chapter 5 for complete instructions on job writing descriptions.

1.  

2.  

3.  

4.  

Contributions / Impact Statements: What did you do to help the company become more profitable, operate more efficiently, or solve specific problems? Be specific about how you did it and what the “before” and “after” facts are. Refer to chapter 6 for ideas on developing impact statements.

1.  

2.  

3.  


E. The employer prior to company listed under “D.”
Company name: 

Company’s location: City 
   State 


Month/Year you were hired: _____ / _____   Month/Year you left:  ____ / _____


Your title: 


List any prior positions with the company (if applicable): 

Company annual sales (if public): $

Indicate whether company is regional, national, or international: 


Distinguishing characteristics of company: 

Briefly describe your scope of accountability, listing items in order of importance. Refer to chapter 5 for complete instructions on job writing descriptions.

1.  

2.  

3.  

4.  

Contributions / Impact Statements: What did you do to help the company become more profitable, operate more efficiently, or solve specific problems? Be specific about how you did it and what the “before” and “after” facts are. Refer to chapter 6 for ideas on developing impact statements.

1.  

2.  

3.  

EDUCATION
Education can indicate university, community college, vocational trade school, or night classes. Refer to chapter 5 for complete instructions on presenting education.

A.
Name of institution: 

Location (city and state): 


Dates (year started to year completed): _______ to _______
Your major: 


Did you complete a degree? Yes _______ No _______


If yes, what degree? (For example, “Master of Arts in Education Administrator”): 



If you are a recent graduate, consider including a list of important or relevant coursework: 

Second school (if applicable)

Name of institution: 

Location (city and state): 


Dates (year started to year completed): _______ to _______
Your major: 


Did you complete a degree? Yes _______ No _______

If yes, what degree? (For example, “Master of Arts in Education Administrator”): 



B.
Seminars or conferences relevant to your career (seminar title, date, location, sponsoring organization):

C.
Credentials and licenses: 

COMPUTER SKILLS
List software, hardware, operating systems, or programming languages with which you are familiar. Examples might include standard office-computing programs (such as MS Office with Word, Excel, PowerPoint, Access, etc.), contact management software, Web design and development tools, graphics programs, programming languages, or industry-specific programs.


PROFESSIONAL ORGANIZATIONS, COMMUNITY INVOLVEMENT
Be sure to mention any leadership positions, such as president, treasurer, or committee chairperson, as well as the names of your professional affiliations and community organizations. Refer to chapter 5 for more information on describing affiliations.


AWARDS, HONORS
This section can include awards from college (if recent), work, or community service. Refer to chapter 5 for more information on listing awards or honors.


PUBLICATIONS, PRESENTATIONS, PATENTS
Include publications, professional writing, formal presentations, and patents. Refer to chapter 5 for information on bibliographic form.


BIO BITES, PERSONAL INFORMATION, ADDITIONAL DATA
Refer to table 5.8 in chapter 5 for comprehensive ideas on developing this section.

Do NOT include your birth date, height, weight, marital status, religion, or political affiliation. Do consider items such as the following.

Interests/Hobbies—Concentrate on those related to your profession or of general interest (for instance, if you coach a Babe Ruth baseball team and are looking for a position in sporting good sales, say so; or if you are a jogger and clock 20 miles a week or compete in races, say so!): 

Special Abilities—These skills should relate to your target position (for instance, if you are in sales, special abilities might include public speaking, making formal client presentations, serving as a television or radio spokesperson, networking, negotiating contracts, and so on): 


Language(s) —Fluent, business vocabulary, or conversational skills: 


Professional Profile—Think in terms of the employer’s point of view and what is needed in an employee (for instance, if you describe yourself as “dependable,” provide evidence of the characteristic, such as “Dependable—perfect work attendance record for past 5 years”): 


ENDORSEMENTS
Refer to chapter 5 for ideas on when and how to use this strategy to your advantage. 


