	Once completed, please send this checklist to sales@redstarresume.com
Quote your transaction ID (top right-hand of your PayPal confirmation page in the subject


Question 1 
	Why are you contacting this person / company?
	 


Most likely this is because you saw their position in an advertisement. (If you found out about a position through an ad, copy and paste the ad here)

Question 2

	Were you referred by someone?
	


If so, give their name, title, and relationship to the company or to a worker at the company
Question 3

	What position are you applying for?
	


Specify the job title; if you do not know the exact title or are applying for any available position, state the field/s you are most interested in

Question 4

	What qualifications would the ideal candidate possess for this job?
	


Usually in an ad the employer will state basic qualifications they require of all applicants. List those here
Question 5

	Which of these qualifications do you possess and WHY?
	 


Be specific. If you describe yourself as a "problem solver" give an example of when you demonstrated this
Question 6

	Do you want to work for this company for a particular reason?
	 


Only applies if you are personally invested in some reason for working for this particular company (i.e. it’s your dream job, etc.)

Question 7 – Work Experience (skip to Question 8 if no work experience)
Please repeat for all previous work experience
	Name of Company
	 


	Time period of employment
(month/year - month/year) 
	 


	Your Job Title / Position Held
	 


	Description of duties 
	


List as many duties/ responsibilities that you feel show your talent in that particular role. Remember, responsibilities are duties and activities you were accountable for

Achievements 

	
	 


Achievements are activities that have had a measurable or implied benefit to the business. 

Give examples of work which you did which exceeded your standard daily requirements. Examples include; Improvements made to business operations (cost savings or an increase in revenue), staff awards, special praise, successful projects, Sales goals / targets which you successfully achieved. Make sure your achievements include statements backed up by evidence
Please note: If you have no previous work history please include other areas of interests or experiences you have taken part during your schooling years. Include, internships, training, freelance work, courses you have taken, skills you have gained.

	Name of Company
	 


	Time period of employment
(month/year - month/year) 
	 


	Your Job Title / Position Held
	 


	Description of duties 
	


Achievements 

	
	 


	Name of Company
	 


	Time period of employment
(month/year - month/year) 
	 


	Your Job Title / Position Held
	 


	Description of duties 
	


Achievements 

	
	 


	Skills
	 


List as many skills and knowledge you have gained from your experiences at previous jobs, University or school
Examples include: Computer skills (word, excel), Software skills: (WordPerfect, Adobe PageMaker, PhotoShop, and Acrobat), Language Skills, Design skills, Marketing / Sales / Promotion skills, Management / Training skills
	Awards / Recognitions / Activities
	 


Examples include: Leadership Awards, Certificates of Achievement, President / Secretary of a club, Captain / Manager, Volunteer work, Dean’s List

Please include any associated dates

Question 8: Education (skip any that do not apply)

College / University

	Name of College / University
	 

	City, State, Country
	 

	Dates Attended
	 

	Graduation Date 
(or expected date)
	 

	Degree Earned
	 

	Major
	 

	Minor
	 

	Honors / Awards / Memberships / Mark / Rank
	 


	Did you take any classes that were relevant to the job you are applying for? If so, please include a description of the class and any skills you acquired
	 


If you don’t have any work experience, this question is particularly important. Please be as detailed as possible

High School Education

	Name of High School
	 

	City, State, Country
	 

	Graduation Date 
(or expected date)
	 

	Degree Earned 
(HSC / GPA / etc.)
	 

	Subjects Studied 
(English, Economics, History, etc.)
	 

	Honors / Awards / Memberships / Mark / Rank
	 


	Did you take any classes that were relevant to the job you are applying for? If so, please include a description of the class and any skills you acquired
	 


When filling out your checklist, remember this one major question: “Why should a company hire you for the position over someone else?
Every individual is different and brings different skills and attributes to the table. Please use this space to include any further information that highlights any additional skills you are able to offer:

	 
	 


