
 

Client Worksheet           Date: 
                     

          $         $ 
Last Name   First  Middle       Home Phone  Salary Desired        Least Acceptable 
          Positions Desired in Order of Preference 
 
Street Address     Apt       Message Phone  1. 
 
 
City    State  Zip        Business Phone  2. 
 
How long have you lived in this area?    Social Security #          Do you own a car? 
          3. 

              
     Courses & Degrees                              How did you hear of us?   [  ] Internet    [  ] Radio    

          
High School                       [  ] Newspaper   [  ] Yellow Pages   [  ] Referral:   
        
       
College                      Us Military Record and Dates 
          
 
Additional Education 
 
Will you relocate?        List your specific skills, equipment you can run, etc. 
[  ]yes [  ]no 
 
Will you travel? 
[  ]yes [  ]no 
 
How extensively?       Personal reference (name, address and phone) 
 
 
 
Are you interested in:  [  ] Permanent?     [  ]  Temporary?     [  ]  Full-time?     [  ]  Part-time work? 
Will you work evenings?  [  ]  Yes   [  ]  No  Weekends?  [  ]  Yes   [  ]  No 
What are your specific employment restrictions? 
 

Dates  Employment History  --- List Most Current Position First      Please Complete Even If Resume Attached 
From    Company Name                Type of Bus.       Position Held                Salary             Reason for Leaving   
 

                       Comm. 
To    Address                              Supervisor   
                       Other 
                        
Duties and Responsibilities   
 
 
 
From    Company Name                Type of Bus.       Position Held                Salary             Reason for Leaving  
 
                       Comm.    
To    Address                              Supervisor    
 
                       Other   
Duties and Responsibilities               
 

 
 

 From    Company Name                Type of Bus.       Position Held                Salary             Reason for Leaving   
 
                       Comm. 
To    Address                   Supervisor    
                       Other 
                        

  Duties and Responsibilities 
 
 

 
From     Company Name              Type of Bus.          Position Held              Salary            Reason for Leaving 
           
                                    Comm. 
To    Address                    Supervisor  

                                                                                                                                                                              Other 
 Duties and Responsibilities 

Office use only 
 



To avoid duplication of effort, please list all companies you have already contacted or plan to contact, including other 
employment services: 
 
 
 
 
 
 
REFERENCES: List, with current phone numbers, at least 3 work related (supervisor or manager’s name) references: 
 
 
 
 
 
 
 
 
         
 
 
BACKGROUND CHECK: I hereby authorize a review, full disclosure and release of any and all criminal history records 
concerning myself to Career Concepts as my duly authorized agent for receipt of this information.  I release the providers 
and users from any liability under state or federal privacy laws, and incurred from the use of this information. 
 
Birth date   SS#                                              Signature 

  
Have you ever been convicted of a felony?               Yes    No 
 
 
I hereby warrant that the facts stated in the foregoing application are true and complete. 

             
Signature        Date 
 
        

 

Office Use Only                                           REFERAL RECORD 
Referral Date Interview Date Referred To: Referral Date Interview Date Referred To: 


