DISTINCTIVE DOCUMENTS®
Toll Free Phone/Fax: (800)644-9694  

Email: resumes@distinctiveweb.com (  Web: www.distinctivedocuments.com
** RÉSUMÉ UPDATE WORKSHEET **

Ready for an update of your résumé? 
Complete and email this form to resumes@distinctiveweb.com and then submit your payment online at http://www.distinctiveweb.com/proposals/resumeupdates.htm 
As soon as we receive BOTH your update worksheet and payment we will schedule your project and will be in touch with our schedule for completion. Current fees for updates can be viewed at the website above. 
Our update fees assume thorough completion of this worksheet. Completion of this worksheet is not an option, it is a requirement for updates. Prices do not include telephone consultation. If consultation (beyond 15 min) is required due to inadequate completion of the worksheet, our current consultation rate will apply. 

Please plan ahead – allow approximately 10 business days from the date we receive your update worksheet. We are not able to accept rush projects. We schedule projects in the order that worksheets are returned. When we receive your update worksheet and payment, we will send you an email with our schedule for completion.  

	Personal Data

	Name (as you want it to appear on résumé):
	     

	Home Phone:
	     
	Work Phone:     
	
	Fax:     
	

	Cell Phone:
	     
	E-Mail:      
	

	Check which numbers you want on résumé: HOME  FORMCHECKBOX 
  FAX  FORMCHECKBOX 
  E-MAIL  FORMCHECKBOX 
  CELL  FORMCHECKBOX 


	Note: If possible, your email address should be a personal address, not one related to your present employer. Also, you should not use your office/work number on the résumé unless employers would have no other way to reach you during the day.

	Address:      

	City:       
	State:      
	Zip:      

	Any special instructions regarding confidentiality when we need to reach you? Is it okay to leave a message?       

	What is the best way to reach you if we have questions or need clarification?      


	Career Objective

	What is the purpose for this résumé update? What are you are hoping to achieve with this résumé?  What level of position?  What industry?  What size company?  How does this differ from your current or most recent position? How is this different from the focus of the résumé we are updating?


	     


	Education & Training

	Do you have any new degrees of training? Please give us details.      

	Employment History Update

	Please take a look at the most recent résumé we created for you (if you need a copy, please email us at resumes@distinctiveweb.com). 

Were you working at that time? If so, what month and year did that position end (assuming that it has?).      

	Did you have achievements in that position (the last one on your résumé) that you want included on the résumé? Were there any challenges or achievements noted on your last résumé that need “closure” on your new resume? 
     


	New Additions (New Employers and/or Positions):

	IMPORTANT - PLEASE READ

When asked for a listing of accomplishments and/or achievements, refer to these questions to help probe your memory:  

· Did you help increase sales?  If so, by what percentages or amount?  

· Did you generate new business, bring in new clients, or forge affiliations with new organizations?  

· Have you led your company into expanded markets? If so, how did this impact sales? 

· Did you save your company money?  If so, how much and under what circumstances?  

· Did you design and/or institute any new system or process?  If so, what were the results? 

· Did you do something that increased efficiency?  How did you do it and what were the results?  

· Did you meet an impossible deadline through extra effort?  If so, what difference did this make to your company?  

· Did you bring a major project in under budget?  If so, how did you make this happen?  How were the dollars you saved used?  

· Did you suggest and/or help launch a new product or program or have you made recommendations that have improved products?  If so, Did you take the lead or provide support?  How successful was the effort?  

· Did you take on any new responsibilities that weren't part of your job?  If so, did you ask for the new projects or were they assigned to you?  Why were you selected?  

· Did you introduce any new or more effective techniques for increasing productivity?  If so, is your approach being used and what effect has it had?  

· Did you improve communication in your firm?  If so, with whom and what was the outcome?  

· Did you increase profits? How did you do it and by how much? 

	Current or Most Recent Company Name      

	City, State      

	Dates Employed      

	What is the size of this company? ($ of sales)      
	What are its products/services?      
	Area served?  (National, International, Metro Area, etc.)      

	Most recent title:      

	Dates of position:      

	If you have a record of promotion in the company, please list previous titles below, and use separate sheets of paper to separately answer the following questions about EACH position.  

	Previous title with same company:      
	Dates:      

	Previous title with same company:      
	Dates:      

	Previous title with same company:      

	Dates:      

	

	Overall, what are/were you responsible for in terms of type and size of organization, number of direct and indirect reports, budgets, regions, technologies, and functions, etc.      

	Why were you hired, recruited, or promoted into this position?  Was there a specific problem that had to be dealt with such as a marginal operation, failing sales territory, or chaotic office? Did you meet the challenge? Exceed it?  How did you do it? How long did it take?       

	How does your company gain new business?  Who are the clients?  How do clients choose one firm over another?  Did/do you make contributions on the sales side of business?  How much?  Is this more than your predecessor? Explain      

	What are some of your accomplishments on this job?  How did/does the company benefit from having you as an employee?  Give facts and figures wherever possible. (see instructions above):       

	What awards or formal/informal recognition have you received?  What were they for?      

	Have you served on any committees? How were you selected for the committees?  What was the purpose of the committee? Did the committee achieve its goals? Explain:      

	Don’t repeat information from your most recent résumé. You only need to complete this section if you have worked for more than one company since the last update. If you have worked for more than two companies, please answer these questions on a separate sheet of paper.  

Previous Company Name:      

	City, State      

	Dates Employed      

	What is the size of this company? ($ of sales)      
	What are its products/services?      
	Area served?  (National, International, Metro Area, etc.)      

	Most recent title:      

	Dates of position:      

	Previous title with same company:      
	Dates:      

	Previous title with same company:      
	Dates:      

	Previous title with same company:      

	Dates:      

	

	Overall, what are/were you responsible for in terms of type and size of organization, number of direct and indirect reports, budgets, regions, technologies, and functions, etc.      

	Why were you hired, recruited, or promoted into this position?  Was there a specific problem that had to be dealt with such as a marginal operation, failing sales territory, or chaotic office? Did you meet the challenge? Exceed it?  How did you do it? How long did it take?       

	How does your company gain new business?  Who are the clients?  How do clients choose one firm over another?  Did/do you make contributions on the sales side of business?  How much?  Is this more than your predecessor? Explain      

	What are some of your accomplishments on this job?  How did/does the company benefit from having you as an employee?  Give facts and figures wherever possible. (see instructions above):       

	What awards or formal/informal recognition have you received?  What were they for?      

	Have you served on any committees? How were you selected for the committees?  What was the purpose of the committee? Did the committee achieve its goals? Explain:      


	Additional Information For Update

	Is there anything else we should know while preparing your updated résumé (or other career marketing documents)?
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Complete and email this form to resumes@distinctiveweb.com and then submit your payment online at http://www.distinctiveweb.com/proposals/resumeupdates.htm 


