
Date_______                                                                                                                                PC________

                 
To help us find you a challenging position, please supply us with the following information:

Name: ________________               ______Home Phone:______________      ___Office Phone:___   _______________

Email: __________________________Cell Phone: __________________Social Security: _          __--_____--______

Street:______________________               City:__________________             State:_____                     Zip:         ________

Desired Position: ____________            ________Salary Range:                            ____---________________________

Have you ever visited a Daniel Roberts office? ___ If so, whom did you meet?______                 ________

Are you interested in temping while you look for a permanent position? ________________________

Do you have a car?___                            Geographic Preference (check):

Boston/Cambridge___             Metro West____         S. Shore_____                N.Shore______               

How did you hear of us?

Yellow Pages___        _ Internet Job Board(specify)_________________________________________

Danielroberts.com ______ Friend (name): ______________________________________job fair: __________

College Name:___________      __________________________Yr. Graduated:_______                    

High School Name:__________________________________                        Yr. Graduated:______                              

Secretarial School Name:_________________________                         Foreign Languages:_______  _______

PLEASE CHECK AREAS OF EXPERIENCE:

OFFICE SKILLS

� Typing
Speed_______

� Shorthand
Speed_______

� Speedwriting
Speed_______

� Switchboard
� Dictaphone
� General Ledger
� A/P, A/R
� Payroll
� Trial Balance

P C

� MS Word
� MS Excel
� MS Power Point
� MS Outlook
� WordPerfect
� Lotus 1-2-3
� Lotus Notes
� MS Access
� Internet

Continued on other
side

MACINTOSH

� MS Word
� Word Perfect
� MS Excel
� MS Powerpoint
� MS Outlook
� Filemaker Pro
� Data Base _______
� Other_________



How long have you searched for a new position?_____________________________                           

To avoid duplication, what other companies and/or agencies have you

contacted?_______________________________________________________________________________________________

_______________________________                                                                                                                                                                  

Which one of the following is most important in your next position?
Salary_____      Growth____    Responsibility_____            Security____           

Which environment is most appealing to you in your next position?
Formal_____     Informal____   Structured______               Flexible______        
                                                                                                                                                

FORMER EMPLOYMENT (give last employer first)

From __/__ to __/__  Employer:_______________________                     Position Held:________                           

Reason for leaving:____________________________________________________                             

Salary upon departure:____________________                           

From __/__ to __/__ Employer:________________________                    Position Held:_______                             

Reason for leaving:____________________________________________________                             

Salary upon departure:_____________________                         

From __/__ to __/__  Employer:________________________                   Position Held:                                            

Reason for leaving:                                                                                                                                        

Salary upon departure:                                                                    

From __/__ to __/__  Employer:                                                                     Position Held:                                            

Reason for leaving:                                                                                                                                        

Salary upon departure:                                                                    

We need your approval to verify your references.  I authorize Daniel Roberts to check the
following Business References:

Name:                                                               Company:                                       Position:                          Phone:                              

Name:_                                                             Company:                                       Position:                          Phone:                              

Name:                                                               Company:                                       Position:                          Phone:                              

Name:                                                               Company:                                       Position:                          Phone:                              

Name:                                                               Company:                                       Position:                          Phone:                              

Our Clients Are Equal Opportunity Employers And Assume All Fees

Signature                                                                                                                 Date:                                                 


