
ABOUT THIS QUESTIONNAIRE

This questionnaire has been carefully designed to gather important information that will make your resume stand out from others, and help you market yourself more effectively.  

Many of the questions are similar to those you will be asked in an interview and this process may require you to remember some of your past accomplishments.  

Remember that your resume is the most important document in your career, so please spend the time it takes to provide the information that showcases what you can do for an employer. 
You can choose to skip filling out this form and proceed directly to the phone interview, in which case we will work with whatever other information you provide (old resume, etc.). Our experience indicates that those who do fill out this form seem to find jobs faster than those who do not. 

Please note that our service includes up to a 60-minute interview so if we need more time than that due to your not filling out the questionnaire, there may be an additional charge.

When filling out the questionnaires, you don’t have to answer every question and you can certainly reference information already in your old resume.  Fill out only those portions that you feel are relevant. 

There are 2 simple questionnaires.  The first part tells us about you in general. The second part is for detailed information on each position you have had.

Don’t let the size of this document scare you.

For your convenience, we have included 5 copies of Part II in case you need them. You can always copy and paste them if you need to use more of these forms.

IMPORTANT:   Make sure you save this document to your hard drive.

When you are finished with the questionnaire, please e-mail it to success@GotTheJob.com 

If you have any questions, please call: 

About Jobs

Phone: 800-909-0109 

Fax: 877-572-0991

E-mail: success@GotTheJob.com
URL: http://www.GotTheJob.com

Part I: Individual Profile

This Professional Profile lets us get to know you better so we can focus on getting you the job you want. This first part summarizes your personal information, as well as job and educational history. It also lets you tell us your Career Goal. The second part is a detailed description of each position you have held. Please complete as many job forms as needed. 
Personal Contact Information …

 Name: Sharon L Acker

 Address: 7490 W Layton Way


 City, State, Zip: Littleton Colorado 80123


 Home Phone: 303 927-5214


 Cell: 303 990-0478


 E-mail: acker.s@comcast.net


 Work Phone: N/A


 LinkedIn ID (if you have one): 


 Note: If your LinkedIn ID has /pub/ and then numbers and letters at the end, this is an assigned ID and you should edit it to secure your personal ID. Ask your writer for more information.

 Where may we contact you?
Home phone
 (i.e., home only, cell only, work and home, etc.)

Career Goal:

Name the position you are targeting. State it as thoroughly as possible, including the industry. EXAMPLE: National Sales Manager for Software Firm
	Accounts Payable Technician and or Customer support



For this targeted position, what key skills do you have that are related to this position, and that the employer will be looking for? EXAMPLE: Project Management, Team Leadership, Customer Service, Staff Management, Problem-solving, Process Improvement, Productivity Improvement, Operational Streamlining, etc. 
	I started out 34 years ago in the Accounts Payable office at National Jewish Health.  I processed numerous invoice payments, vouchers, and travel reimbursements.  I did that for approximately 5 -6 years before I was promoted to Manager of cash disbursements, which put me in charge of Accounts Payable and Payroll.  During my 34 years of employment with National Jewish, I implemented JD Edwards, Kronos and PeopleSoft for both Accounts Payable and Payroll..  I managed 5 staff members, was in charge of customer service for both A/P and Payroll and my reviews were always positive.



Employment Summary:

Employment History – please provide in reverse chronological order, i.e. current to earliest.
	       Employer
	Dates Worked
	Title/Dept.
	Salary
	Why Left

	National Jewish Health
	10-1-80 to 
7-1-14
	Manager Cash Disbursements
	$89,000.00
	Resigned.  New Manager with a different work ethic

	Denver Museum of Nature and Science
	6-1970 to
8-30-76


	Cashier
	Minimum Wage
	College

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Education: highest level first

	Degree / Major
	Institution, City, State
	Dates
	GPA/Honors

	Bachelor of Arts in Education

	Arizona State University
Tempe Arizona
	8-1974 to 5-1978
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Career Highlights:

What are 3 or 4 quantifiable results that you have produced, and at which job? Try to quantify these as much as possible. EXAMPLE: Increased sales to $xx from $xx at Job #1. Improved productivity by X% at Job #2. Decreased expense/ costs by $x or x% at Job #3.

	Automated time and attendance at the hospital
Implemented a new program in Accounts Payable that brought in a quarterly rebate amount around $9,000.00.  This program was in conjunction with Commerce Bank.

Eliminated storing invoices and checks by scanning documents at fiscal year end.  This decreased the cost of storage.

Helped the General Ledger section with Audit workpapers.




What key skills do you have that you want readers to see and should be included in your resume, and at which jobs did you apply them? Such as: Project Management, Team Leadership, and Staff Management at Job #1; Training & Development, Operational Streamlining, and Process Improvement at Job #2.
	Since I have really only held one job for 34 years my answer would be a strong customer service, productivity because invoices were paid on time, discounts taken and paychecks and W2’s all issued in a timely manner.  I was maxed out at 1040 sick hours when I left because I am reliable and show up to work.  As stated before I was in charge of three implementations.  1.  JD Edwards for both accounts payable and payroll    2.  Kronos for payroll and time and attendance and 3.  PeopleSoft for both accounts payable and payroll.
I participated in Human Resource programs to improve Management skills and growth development.  I was in charge of National Jewish Health travel program and was responsible for updating all policies and procedures regarding travel, accounts payable and payroll.


OPTIONAL: Testimonials prove you are a good performer Please provide up to 3 testimonials regarding your performance indicating the company and source.
	Sherri Shannon
Senior Audit Project Manager

National Jewish Health

1400 Jackson Street

Denver CO 80206-2761

303-398-1062 – work

303-258-7389 – Home

shannons@NJHealth.org
Serena Ferrin

Assistant Controller

National Jewish Health

1400 Jackson Street

Denver CO 80206-2761

303-398-1532 – work

303-888-9599 – home

ferrins@NJHealth.org
Melody English

Implementation and Business Analyst Consultant

4726 Edison Lane

Boulder CO 80301

303-818-5907 – cell

303-939-8950-home

Menglish153@gmsil.com



Please provide ONE job posting that is most representative of the type of job you are seeking.
	


Part II: Job Information
Detailed History of Each Position Held

Job 1
Please complete as many of these forms as needed to give us information for each position that you have held within each organization, if applicable, and in reverse chronological order. Please give the dates for each position. Don’t worry about “word-smithing” or editing your answers. Please type, or write legibly. 

Company Name:   
(NOTE: Please include Inc., Corp., LLC etc. to ensure recognition by the Applicant Tracking Systems                                                                             

National Jewish Health – not for profit corporation (5013c)

1400 Jackson Street
City: Denver                
   
                           State: CO
      Dates:  From:       10-1-80                  To:      7-1-14   

Your job title:  Manager Cash Disbursements
Industry, products and/or services, total employees, and annual revenue:

	Respiratory healthcare, k-8 school on campus, approximately 1800 employee’s , revenue 213,888,461



Who are your company’s targeted customer or client base? Please give examples of current customers or clients, if possible.  

	The company’s targeted customer was our patients.  Finding ways to treat their respiratory illness or associated systoms



Information about your Position … 

Describe the scope of your responsibility, i.e. what is/was your primary job function? How many people reported to you? Did you manage a budget? If so, how much?

My primary job was to manage accounts payable and payroll.  This involved meeting with staff on a daily basis, reviewing all  check registers, tax documents, discounts taken etc.  I managed 5 staff members and did not manage any budgets.  Although I was in a management position I don’t really want to do that again and I don’t want to do payroll any more.  I realize that I will have a large income decrease and that is fine.  I am just tired of working 12-14 hour days sometimes seven days a week.

	


What were your specific contributions and accomplishments at this job?

Your contributions and accomplishments in each of your positions help us tell potential employers what you can do for them. Please include as much as possible in this section. First, describe the challenge and the accomplishment and, whenever possible, quantify the direct and/or indirect benefits of this accomplishment. 

Example: Documented new procedures for customer service, trained staff, and increased customer satisfaction to 98% from 82%.

	Policies and Procedure manuals for Accounts Payable, Payroll and Travel
It took me more that six months to convince management to go with a new Commerce Bank program that would bring in income from Accounts Payable, but once I did and they saw the money coming in they were very pleased.

Established petty cash accounts for the cafeteria, the school, off site regional offices, offices located in Golden and Thornton and established the criteria for having the accounts as well as the agreement that was to be signed by the person in charge of those deparments.  All monies and backup information was accounted for monthly.
My accounts payable department was responsible for issuing all patient refunds which amounted to hundred of reimbursements monthly.  These were all done on paper but the last year I was able to help establish an electronic request of this information that could be loaded directly to Accounts Payable so that the refund staff would not have to fill out the paperwork and A/P would not need to manually key in the information.  Of course this was done with  a lot of help from the information systems team.




PROJECTS (Optional)

People who have participated in successful projects are in-demand. Please describe below any significant projects you supervised, managed, or in which you played a key role. Only list those projects that would demonstrate important skills and accomplishments or are worth noting on your resume.

	Project
	# People Managed
	Project Purpose
	Size of Budget
	Was the Project Done On time?
	Was the Project Within Budget?


	Describe the Impact of Project

	JD Edwards
	5
	Accounts Payable and payroll systems
	
	Yes
	
	We went from manual systems to computer systems


	Kronos
	2

	Time and attendance system
	
	Yes
	
	We went from timesheets to automated information

	PeopleSoft

	5
	Replace Accounts Payable and Payroll systems
	
	Yes
	Yes
	Replacement of JD Edwards software

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Part II: Job Information 

Detailed History of Each Position Held

Job 2
Please complete as many of these forms as needed to give us information for each position that you have held within each organization, if applicable, and in reverse chronological order. Please give the dates for each position. Don’t worry about “word-smithing” or editing your answers. Please type, or write legibly. 

Company Name:   
(NOTE: Please include Inc., Corp., LLC etc. to ensure recognition by the Applicant Tracking Systems                                                                             
National Jewish Health
1400 Jackson Street
City:    Denver             
   
                           State: CO
 Dates:  From:          10-1-80              To:     10-1-86    

Your job title:  Accounts Payable technician
Industry, products and/or services, total employees, and annual revenue:

	Healthcare



Who are your company’s targeted customer or client base? Please give examples of current customers or clients, if possible.  

	Patients



Information about your Position … 

Describe your responsibility, i.e. what was your primary job function? Describe the scope of your position. How many people reported to you? Did you manage a budget? If so, how much?

	Audit invoices for correct information, match to receiving documents, try and take advantage of discounts, run checks, mail out checks, audit monthly statements, be a contact for all employee’s about what expenses were authorized or unauthorized, contact point for vendors.



What were your specific contributions and accomplishments at this job?

Your contributions and accomplishments in each of your positions help us tell potential employers what you can do for them. Please include as much as possible in this section. First, describe the challenge and the accomplishment and, whenever possible, quantify the direct and/or indirect benefits of this accomplishment. 

Example:

Documented new procedures for customer service, trained staff, and increased customer satisfaction to 98% from 82%.

	


PROJECTS (Optional)

People who have participated in successful projects are in-demand. Please describe below any significant projects you supervised, managed, or in which you played a key role. Only list those projects that would demonstrate important skills and accomplishments or are worth noting on your resume.

	Project
	# People Managed
	Project Purpose
	Size of Budget
	Was the Project Done On time?
	Was the Project Within Budget?


	Describe the Impact of Project

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Part II: Job Information 

Detailed History of Each Position Held

Job 3
Please complete as many of these forms as needed to give us information for each position that you have held within each organization, if applicable, and in reverse chronological order. Please give the dates for each position. Don’t worry about “word-smithing” or editing your answers. Please type, or write legibly. 

Company Name:   
(NOTE: Please include Inc., Corp., LLC etc. to ensure recognition by the Applicant Tracking Systems                                                                             


City:                 
   
                           State: 

      Dates:  From:                         To:         

Your job title:  

Industry, products and/or services, total employees, and annual revenue:

	


Who are your company’s targeted customer or client base? Please give examples of current customers or clients, if possible.  

	


Information about your Position … 

Describe your responsibility, i.e. what was your primary job function? Describe the scope of your position. How many people reported to you? Did you manage a budget? If so, how much?

	


What were your specific contributions and accomplishments at this job?

Your contributions and accomplishments in each of your positions help us tell potential employers what you can do for them. Please include as much as possible in this section. First, describe the challenge and the accomplishment and, whenever possible, quantify the direct and/or indirect benefits of this accomplishment. 

Example:

Documented new procedures for customer service, trained staff, and increased customer satisfaction to 98% from 82%.

	


PROJECTS (Optional)

People who have participated in successful projects are in-demand. Please describe below any significant projects you supervised, managed, or in which you played a key role. Only list those projects that would demonstrate important skills and accomplishments or are worth noting on your resume.

	Project
	# People Managed
	Project Purpose
	Size of Budget
	Was the Project Done On time?
	Was the Project Within Budget?


	Describe the Impact of Project

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Part II: Job Information 

Detailed History of Each Position Held

Job 4
Please complete as many of these forms as needed to give us information for each position that you have held within each organization, if applicable, and in reverse chronological order. Please give the dates for each position. Don’t worry about “word-smithing” or editing your answers. Please type, or write legibly. 

Company Name:   
(NOTE: Please include Inc., Corp., LLC etc. to ensure recognition by the Applicant Tracking Systems                                                                             


City:                 
   
                           State: 

      Dates:  From:                         To:         

Your job title:  

Industry, products and/or services, total employees, and annual revenue:

	


Who are your company’s targeted customer or client base? Please give examples of current customers or clients, if possible.  

	


Information about your Position … 

Describe your responsibility, i.e. what was your primary job function? Describe the scope of your position. How many people reported to you? Did you manage a budget? If so, how much?

	


What were your specific contributions and accomplishments at this job?

Your contributions and accomplishments in each of your positions help us tell potential employers what you can do for them. Please include as much as possible in this section. First, describe the accomplishment and, whenever possible, quantify the direct and/or indirect benefits of this accomplishment. 

Example:

Documented new procedures for customer service, trained staff, and increased customer satisfaction to 98% from 82%.

	


PROJECTS (Optional)

People who have participated in successful projects are in-demand. Please describe below any significant projects you supervised, managed, or in which you played a key role. Only list those projects that would demonstrate important skills and accomplishments or are worth noting on your resume.

	Project
	# People Managed
	Project Purpose
	Size of Budget
	Was the Project Done On time?
	Was the Project Within Budget?


	Describe the Impact of Project

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Part II: Job Information 

Detailed History of Each Position Held

Job 5
Please complete as many of these forms as needed to give us information for each position that you have held within each organization, if applicable, and in reverse chronological order. Please give the dates for each position. Don’t worry about “word-smithing” or editing your answers. Please type, or write legibly. 

Company Name:   
(NOTE: Please include Inc., Corp., LLC etc. to ensure recognition by the Applicant Tracking Systems                                                                             


City:                 
   
                           State: 

      Dates:  From:                         To:         

Your job title:  

Industry, products and/or services, total employees, and annual revenue:

	


Who are your company’s targeted customer or client base? Please give examples of current customers or clients, if possible.  

	


Information about your Position … 

Describe your responsibility, i.e. what was your primary job function? Describe the scope of your position. How many people reported to you? Did you manage a budget? If so, how much?

	


What were your specific contributions and accomplishments at this job?

Your contributions and accomplishments in each of your positions help us tell potential employers what you can do for them. Please include as much as possible in this section. First, describe the challenge and the accomplishment and, whenever possible, quantify the direct and/or indirect benefits of this accomplishment. 

Example:

Documented new procedures for customer service, trained staff, and increased customer satisfaction to 98% from 82%.

	


PROJECTS (Optional)

People who have participated in successful projects are in-demand. Please describe below any significant projects you supervised, managed, or in which you played a key role. Only list those projects that would demonstrate important skills and accomplishments or are worth noting on your resume.

	Project
	# People Managed
	Project Purpose
	Size of Budget
	Was the Project Done On time?
	Was the Project Within Budget?


	Describe the Impact of Project
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All information is proprietary property of About Jobs and is protected under United States law. This information may not be disclosed or utilized 

by any third party for any reason whatsoever without the express written permission of About Jobs.

