
CLIENT ASSESSMENT                          
[image: image1.jpg]Six-Sec’)nd-Résume”




	client Information

	Name
	
	Phone #
	
	Date
	

	Address
	

	Referred By
	

	Current Position
	

	Desired Position
	


	current position

	Reason(s) for leaving current position
	

	Do you have a job description for your current position?
	

	Do you have copies of old performance reviews?
	

	Do you have letters of recommendation?
	


	job search

	How long have you been looking?
	

	How are you conducting your job search?

Do you have a written plan?
	

	Will you be submitting ATS applications? (i.e. Monster, Indeed, company websites)
	

	What is your time frame for your new résumé?
	

	Is there a company/job posting/job description you’re interested in?
	


	salary criteria

	What is your current salary?
	

	What salary range do you desire?
	


	résumé

	What do you like/dislike about your existing résumé?
	

	What improvements do you feel need to be made?
	

	If not listed on your current résumé, what awards/recognition have you received?
	

	If not listed on your current résumé, what industry associations are you a member of?
	


	goals/philosophy

	Professional Goals
	

	What is your professional/business philosophy?
	

	What are you most committed to?
	


	attributes

	Management Style
	

	Work Ethic
	

	Time Management
	

	Communication Style
	

	List 10 adjectives your peers, staff & superiors would use to describe you.
	

	Strengths
	

	Weaknesses
	

	What are your 3 most notable career achievements?
	

	Why should an employer choose you over all other applicants?
	


	other

	Do you speak any foreign languages?

Conversant, intermediate, or fluent?
	

	Are you willing to travel?
	

	Are you willing to relocate?
	


	How did you hear about me?
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