Student Name ______________________________

School ______________________________

Date______________________________

West Central High School
School-to-Career

Proficiency #1

Personal Profile

Most jobs today require some kind of application form.  These forms come in many styles.  Some have a simple, single-page format; others are complex, multi-page forms. The simple forms are usually applications for low-paying and/or temporary jobs, while the more complex forms are usually for better-paying and more “permanent” jobs.

Many of the questions asked on the application form should be answered long before you actually apply for a job.  Since most application forms ask for much of the same information, a Personal Profile is an excellent reference to have with you when you begin filling out applications.  From time to time, you will be asked to answer questions that you don’t have answers for on your Personal Profile.  When this happens, get the answer and add it to your Personal Profile.

As time goes on, the information on your Personal Profile should be updated.  Having a prospective employer ask you why you listed a dead person as a reference would be rather embarrassing.

DIRECTIONS:  The Personal Profile on the following pages will help you to get your facts together.  Complete it, use it, and take it with you when you go job hunting.

NOTE:  It would be advisable to store this information on your computer.  If you have access to a computer and printer, put your Personal Profile into a word processing document and print it out.
PERSONAL PROFILE

PERSONAL INFORMATION:
Name     ________________________________________________________



Last



First 



Middle

Address  _______________________________________________________


    ______________________________________________________



      City



State



Zip

Phone (        ) ______________________ Alternate Phone (        ) _________________

Area Code





Area Code
Length of time at this address ________________ From ____________ to __________


     


 Months/Years                      Date
   Date

Name of person with whom a message may be left _____________________________
Phone (      )  __________________

E-Mail ________________________

In case of emergency, notify: ______________________________________________
Address:  _____________________________________________________________
Phone (      ) ____________________  Alternate Phone (      )____________________
Social Security Number:  ___ ___ ___ - ___ ___ - ___ ___ ___ ___
Driver’s License Number:  ________________________________________________
If you are under eighteen years of age, can you, after

 (circle one)
hiring, obtain and submit an approved application 

for a work permit?






 Yes
  No 
Can you, after hiring, submit verification of your

legal right to work in the United States?
Yes
  No

Do you have any physical condition, which may limit

your ability to perform the job for which you are applying?
 Yes
  No

If yes, what can be done to accommodate your limitation? 
_______________________________________________________________________

_______________________________________________________________________

WORK EXPERIENCE

Name of Employer 
____________________________________________________

Address  ___________________________________________________________


     ___________________________________________________________


     City





State


Zip

Phone (______) ____________________  Fax (            ) _______________


Area Code

Area Code
E-Mail____________________________
Type of Business/Product ____________________________________________

Your Job Title/Position ______________________________________________

Description of Your Job Duties ___________________________________________

________________________________________________________________


Immediate Supervisor & Title _________________________________________

Starting Date _______________________        Date Left _______________________



 Month 

   
 Year



  Month

           Year

Starting Salary  $ ____________________Finishing Salary  $ ___________________

Reason for Leaving_____________________________________________________

WORK EXPERIENCE:
Name of Employer __________________________________________________


Address  _____________________________________________________________

_______________________________________________________________



City





State


Zip

Phone     (______) __________________ Fax (            ) ________________________


  Area Code




Area Code
E-Mail____________________________
Type of Business/Product  ______________________________________________

Your Job Title/Position  __________________________________________________

Description of Your Job Duties  ___________________________________________

_____________________________________________________________________

Immediate Supervisor & Title _____________________________________________

Starting Date ____________________
        Date Left _________________________


   Month

Year


     Month

Year

Starting Salary  $ ____________________Finishing Salary  $ ___________________

Reason for Leaving 

EDUCATION

Check the last year completed
    9

 10
             11

    12

(circle one)
High School 


Address 

City  _________________________                       ___State  ___________  Zip_______
Dates Attended:    From __________       __________  To _____                ______ ____
Graduation Year  __________________  Grade Point Average  ________
Subjects

Vocational Courses 

Other High Schools Attended 

Extracurricular Activities 

Planning to attend college?    Yes ______    No ______
If yes:         Full-Time _______   Part-Time _______      Major _____________________  
MILITARY:
Member of Reserve?    Yes ______    No______    R.O.T.C.?   Yes ______   No ______
OTHER:
Volunteer Work 



Honors/Awards  _______________________________________________________

Interests/Hobbies  

Clubs/Organizations _____________________________________________________

REFERENCES

Personal references are often called the same day you fill out an application.  Therefore, they should be contacted and asked if their name could be given as a positive reference to your character, experience, and qualifications.  You should not have all your references from one source.  For example, don’t use three neighbors, and or relatives.  Combine your references from many sources:  teachers, employers, clergy, and organization leaders are just a few good sources for references.

Full Name:  

Occupation:  

Name and Address of Employer:  


Phone No. (during business hours): (     )

E-Mail___________________________

How long known?  

Full Name:  

Occupation:  

Name and Address of Employer:  

Phone No. (during business hours): (     )

E-Mail___________________________

How long known?  

Full Name:  

Occupation:  

Name and Address of Employer:  


Phone No. (during business hours): (     ) _____________________________________

E-Mail___________________________

How long known?  _________________________________________________________
PERSONAL CHARACTERISTICS

While many job applications will ask questions directly related to the information on the last three pages, the questions which follow are most likely to be asked during an interview.  Read each question carefully and, in the space provided, answer them honestly.  Be ready to give the information to a potential employer during your interview.

1. How would you describe yourself to someone who does not know you?

_________________________________________________________________________________________________________________________________________________________________________________________________________

2.  What do you feel is the strongest personal quality that you have to offer an employer?
_________________________________________________________________________________________________________________________________________________________________________________________________________

3. What do you see as perhaps your weakest quality that you would need to improve on in the future?

_________________________________________________________________________________________________________________________________________________________________________________________________________

4. What are your favorite classes in school?  Why?

_________________________________________________________________________________________________________________________________________________________________________________________________________

5.  What skills do you possess that will be of the greatest value to a potential employer?    

______________________________________________________________________________________________________________________________________________________________________________________________________

6. In summary, why do you think an employer should hire you to work in his/her business?

____________________________________________________________________________________________________________________________________
__________________________________________________________________
Student Name  __________________________
School  ___________________________
Date  ___________________________
Proficiency #1

Personal Profile Test

EXAMINATION

(circle one)
1.  T   F
A personal profile is usually complete and doesn’t have to be updated.

2.  T   F
Many of the questions asked on the application form should be answered long before you actually apply for the job.
3.  T   F
There are three references listed in your Personal Profile.
4.  T   F
Only minors under 18 years of age are required to have work permits.
5.  T   F
Usually more complex and higher-paying jobs use simple type of job applications.

6.  T   F
If asked, you should list any physical conditions that could limit your ability to work.
7.  T   F
After getting hired, you must be able to submit verification of your legal right to work in the United States.

8.  T   F
Your Personal Profile shouldn’t be taken when you go job hunting.
9. T   F
If you’re asked a question on a job application that’s not answered on your 



Personal Profile, you should add the information to your Personal Profile.

_____  =   ________%



     9



Successful Completion ____________________









      Teacher’s Initials










       ___________________









       Date
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