Education
School:

Degree:



Date received:

Grade point average:


Major/Concentration:

Minor:




Relevant additional coursework:

Substantial papers written:

Activities:

Office held/responsibilities/achievements (academic and extracurricular):

Honors and awards:

Scholarships:

Why did you choose this school? In retrospect, was it a good decision? Why or why not?

(Repeat for choice of major)

Work Experience

Start with your most recent job and work backwards chronologically. If you had more than one job with the same employer, fill out separate data fields for each. Include all part-time as well as full-time jobs.

Employer:



Division/Subsidiary:

Date employed:


Location:

Title/Position:

Beginning salary:


Ending salary:

Bonuses/other compensation---Beginning:


Ending:

Key responsibilities:

Whom did you manage?

To whom did you report?

Key accomplishments (quantify whenever possible):

Key skills that enabled you to accomplish these things:

Superior’s reviews (excerpts):

Reasons superiors feel this way about you (think in terms of your achievements, skills, actions, attitude, etc.):

In what ways do you stand out from your peer group?

Reason for taking the job:

Reasons for leaving the job:

Ways in which the job met/did not meet your expectations:

Important stories illustrating your leadership, teamwork, analytical, managerial, creative, and other abilities.

What sources (including people) are there for developing further information about each story.

Professional Accomplishments

Copyrights:


Title:


Date:


Publisher/Publication:

Patents:


Title:


Date:


Number:

Professional certification:


Certifying organization:


Date certified:

Professional honors and awards:


Name:




Date awarded:


Organization awarding:


Reason for the award:


How competitive:

Extracurricular (and post-grad) activities

(artistic, athletic, community, religious, political, etc.)

Activity: 




Date of involvement:

Office held/responsibilities/achievements:

Was this a voluntary position or one to which you were elected/appointed? If elected, by whom?

Reasons for your involvement:

How does it relate to your other activities and interests?

Personal Questions

Who are the four or five people who have most influenced you? (How?)

Who are the four or five things you most admire in others? (In whom and why?)

What are your four or five most memorable experiences, whether great or small?

What was your greatest success, and what did you learn from it?

What was your greatest failure, and what did you learn from it?

What fear have you overcome? (How and why?)

What do your friends most like (and dislike) about you?

What are the four or five (or more) key words that would describe you? What on your list demonstrates this?

Do you have a personal motto or something that you frequently quote? If so, what is it?

Your future career

What are your career goals? What do you hope to accomplish in your life?

How has your interest in this career developed?

Leisure time

What are your favorite books? Why? What have you read most recently? (Repeat for files, plays, music, etc)

What do you like to do when given the time? Why? What do you most enjoy about it?

Pulling your information together

At the conclusion of this exercise, list your major accomplishments in each category.

Business:


1.


2.


3.


4.


5.

Education:


1.


2.


3.


4.


5.

Personal:


1.


2.


3.


4.


5.

Which events or activities represent turning points in your life (i.e., when you changed direction)?

Which events or activities reaffirmed your desire to continue your career (or education of life) in the same direction?

In what ways are you different from a year ago? Why? (Repeat for five years ago.) Think in terms of your personality, interests, personal and professional goals, and values.

How have your various experiences helped you to grow? What do they show about your abilities? What do they show about your interests?

Which of your experiences demonstrate the following characteristics? (This list is taken from the chapter 7 analysis of what business schools are looking for in their apolicatits.)

Characteristic




Relevant Experience

Intellectual ability

Analytical ability

Imagination and creativity

Motivation and initiative

Maturity

Organizational/administrative skills

Ability to work with others

Leadership skills/potential

Self-confidence

Ability in oral expression

Ability in written communication

Managerial/career potential

Sense of humor

Integrity

Quantitative ability

