MAY WE CONTACT CURRENT EMPLOYER?______

EMPLOYMENT HISTORY

(BEGIN WITH PRESENT OR MOST RECENT)  
PLEASE COMPLETE THIS SECTION EVEN IF YOU HAVE A RESUME

	MO/YR
	EMPLOYER NAME/

ADDRESS & PHONE
	SALARY
	TYPE OF BUSINESS/
YOUR POSITION
	SUPERVISOR
	REASON FOR LEAVING
	DUTIES

	FROM
	TO
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


SKILLS
PLEASE CHECK ALL THAT APPLY


□ Typing ________wpm



Software



Bookkeeping







□ Windows: Version____

□ Accounts Payable


Transcribing




□ Word: Version____

   
□ Accounts Receivable

□ Shorthand ________wpm


□ Word Perfect: Version____

□ Payroll

□ Dictaphone




□ Excel: Version____


□ Assistant Bookkeeper

□ Speedwriting




□ Access



□ Full-Charge 







□ PowerPoint



□ Accounting Clerk

Switchboard




□ Page Maker

________# of Lines; ________ Extensions
□ Harvard Graphics


Other Software/Skills

Name of System ____________________
□ Adobe Photoshop


___________________







□ Adobe Illustrator


___________________


Data Entry




□ Ami Pro



___________________

□ Ten Key by Touch: Yes_____ No_____
□ Lotus 1,2,3



___________________

□ Alpha __________keystrokes per hour
□ Peachtree



___________________

□ Numeric ________keystrokes per hour
□ QuickBooks



___________________
FOR OFFICE USE ONLY

                    TEST RESULTS












             OTHER COMMENTS

	RATING
	EXC
	AVG
	POOR

	ATTITUDE
	
	
	

	APPEARANCE
	
	
	

	CLOTHING
	
	
	

	MANNERS
	
	
	

	SKILLS
	
	
	

	SPEECH
	
	
	



TYPING ___________WPM


MS WORD _____________


MS EXCEL _____________


MS POWERPOINT_______


DATA ENTRY:

ALPHA ________________

NUMERIC ______________
