Heidi Howell Writing Services
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Resume questionnaire

Please key in your answers or print clearly. 

Personal info

	Last name


	First name
	Middle initial (optional)

	I go by the following nickname, which I want listed on my resume:

	Address


	City, State, Zip

	Home phone

(    )
	Cell phone

(    )
	Email 

	I’m interested in: (place an “x” or number next to selected items)

__ Resume     __ # of pages    __ References page (3 to 5 references)   __ Cover letter  
__ Several versions of a cover letter and/or resume   __ Curriculum Vitae   __ # of pages for CV 


Education

	I’m a high school graduate. (place an “x” in selection)
	__ Yes
	__ No


	Name and location of college
	Specialty or major
	Degree or # of units

	1


	
	

	2


	
	

	3


	
	


Relevant licenses and certificates I hold

	Type of license

1
	Date issued
	Expires

	2
	
	

	3
	
	


Software (indicate whether familiar or proficient)

	1
	5

	2
	6

	3
	7

	4
	8


Professional organizations/associations 

	1
	3

	2
	4


5 Employment record (going back about 10 years, most recent first)

	Company name
	City, State
	Employed from (month/year)



	Job title
	Employed to (month/year)



	Duties (3-6 sentences)



	Classes/training received while employed here 



	Special skills utilized and/or acquired in this position



	Positive results I generated for this employer (saved company $, increased sales by %, etc.; give details).




4 Employment record

	Company name
	City, State
	Employed from (month/year)



	Job title
	Employed to (month/year)



	Duties (3-6 sentences)



	Classes/training received while employed here 



	Special skills utilized and/or acquired in this position



	Positive results I generated for this employer (saved company $, increased sales by %, etc.; give details).




3 Employment record

	Company name
	City, State
	Employed from (month/year)



	Job title
	Employed to (month/year)



	Duties (3-6 sentences)



	Classes/training received while employed here 



	Special skills utilized and/or acquired in this position



	Positive results I generated for this employer (saved company $, increased sales by %, etc.; give details).




2 Employment record

	Company name
	City, State
	Employed from (month/year)



	Job title
	Employed to (month/year)



	Duties (3-6 sentences)



	Classes/training received while employed here 



	Special skills utilized and/or acquired in this position 



	Positive results I generated for this employer (saved company $, increased sales by %, etc.; give details).




1 Employment record

	Company name
	City, State
	Employed from (month/year)



	Job title
	Employed to (month/year)



	Duties (3-6 sentences)



	Classes/training received while employed here 



	Special skills utilized and/or acquired in this position



	Positive results I generated for this employer (saved company $, increased sales by %, etc.; give details).




Type of job I’m ideally looking for and my career objective: (Please describe in some detail.)

	


Other job titles that appeal to me – and I’m (fully or partially) qualified for:

	1.
	2.
	3.


6 characteristics, talents, personality traits or abilities that make me unique and valuable to an employer (can be one word or a phrase for each)

	1.
	2.
	3.

	4.
	5.
	6.


Other comments or information that may be helpful in creating my resume:

	


When we’re finished, please send my final resume by: 

	__ regular mail    __ email


References (need 3 to 5) Provide information only if you plan to purchase a separate References page.

	Name, occupation, company


	Address
	Phone, email

	Name, occupation, company


	Address
	Phone, email

	Name, occupation, company


	Address
	Phone, email

	Name, occupation, company


	Address
	Phone, email

	Name, occupation, company


	Address
	Phone, email


For graduates with little or no work experience: 

	Relevant courses I’ve taken, and some of the covered:

	1

	2

	3

	4

	5

	Awards/honors (list year earned): 
	
	

	
	
	

	
	
	

	GPA
	
	

	Languages studied: (list proficiency level)
	
	

	Co-curricular activities: (clubs and organizations)
	

	
	
	


For Curriculum Vitae purchasers: Please highlight the next section and enlarge font to 12 pt. 

(Take as much space as you need)

	Teaching experience:

	

	Research experience:

	

	Thesis topic (include abstract if desired):
	

	Committees
	
	

	
	
	

	
	
	

	Licensure and certification:
	
	

	
	
	

	Training:
	
	

	Articles (include status: “under consideration,” “under review,” “revise and resubmit” or “forthcoming”)
	

	
	

	Publications: 
	

	Presentations:
	

	Patents:
	

	Professional writing:
	

	Professional organizations/affiliations:
	

	Projects or modules:
	
	

	Areas of special interest:
	
	

	Relevant courses:
	
	

	
	
	

	Awards and honors: 
	
	

	
	
	

	Professional appointments:

	

	Additional data:

	Other:

	


Important for all clients to sign:

Terms and conditions regarding Heidi Howell Writing Services

· Services include a provided questionnaire, plus telephone consultation, writing and editing of your resume and or cover letter, and possibly other future print projects as needed. Heidi Howell and/or her writing staff, under her management, generate all text.

· Current rates: $99 per resume or curriculum vitae page, $99 per cover letter ($49 for the letter when purchased with a resume in the same transaction). Additional resume or letter pages are $25, $50, $75 or $99 depending on page length. Interactions are conducted via phone, email and fax. Overnight mailing or extra research additional. Receipt of payment by writer acknowledges that I, the client, have requested and authorized the work be done, and have agreed to pay the associated costs in full. 

· Once you sign off on the completed work (via voice, email or fax), and receive the final version of the resume, curriculum vitae and/or cover letter, services are then completed. 

· Within the first 60 days following completion of a final resume/letter, you may request additional, modified versions of your resume and/or cover letter for job search purposes at $25 per page or 5 pages for $100, during the following 60 days. This price reflects minor to moderate changes, not full rewrites.

· After 60 days (that is, 60 days from date of final resume or letter), you may purchase updates for a past resume or cover letter completed by HHWS for $25 to $99 per page, depending on length and complexity.

· Turnaround times: Assignments are generally completed within approximately 3 to 6 business days from receipt of payment, completed questionnaire and all related information from all parties. When an assignment backlog exists for the writer, turnaround may last up to 12 business days. Other possible delays that may affect the 3 to 6 business days turnaround time include, but are not limited to, client failing to return feedback in a timely manner, client or writer being ill or on vacation, or technology/equipment issues. Last-minute and rush projects are subject to additional charges of 50% (2-5 business days) to 100% (1-2 business days).

· Terms: Payment is due in advance, along with a completed questionnaire with signed terms and conditions section. Payment can be made with a credit card by phoning 209/550-0545 or mailing a money order or cashier’s check to Heidi Howell, P.O. Box 1112, Modesto, CA 95353. It is preferable to notify Heidi by phone or email when sending correspondence, so your mailing will be expected.

· HHWS makes every effort to ensure total accuracy. However, I, the client, am responsible for ensuring that dates, names, facts, figures, special terminology and all other pertinent information are correct, and hold HHWS harmless for any issues that may result from errors not amended by me, the client, prior to print or electronic publication (final draft). 

· HHWS’ liability ends prior to publication/printing. HHWS is exempt from any legal action arising from text HHWS provides to me, as the client, and its impact on my family, friends or associates. I agree to arbitration rather than court litigation.
· Copyright: First North American print and electronic use rights granted upon payment in full. 

· Referrals: Heidi Howell currently offers a Gift Card Referral Incentive. For every referral of a friend, relative or associate that results in a resume or cover letter purchase by them, you’ll receive a $10 Starbucks or Jamba Juice gift card by mail. (Limited time only; offer subject to change without notice.)
· I understand that in addition to resumes and cover letters, Heidi Howell Writing Services also provides text for business websites, newsletters, PR, ads, etc. If I know of anyone who has a business or is starting one, I can feel free to pass Heidi’s name along. 

· HHWS utilizes selected client projects for use in her marketing materials, website, etc. I hereby authorize Heidi Howell to reproduce examples of her work, which may include text she has created for me, the client, with contact information altered or omitted, in her marketing efforts. I also give permission to publish any testimonials I may offer regarding Heidi Howell Writing Services.
Heidi appreciates your business and looks forward to delivering superior quality writing services!

_____________________________
_____________________________ 
_________________________

Signature 



Printed name 



Date 

Please return completed application to Heidi Howell at hhwriter@yahoo.com or fax to 209/550-0544. 
Thank you.









( Heidi Howell Writing Services

PAGE  
1

