“Data Exchange Form”
A. Please be sure to review and follow the instructions below.
B. If you already have an old résumé that provides most of this information, please email it to Mandy@Market-Connections.net, AND please do the following:
1. Please DO fill out SECTION 1 and 2, and please refrain from using ALL CAPS.
2. Please refrain from supplying more than two (2) old resumes or other supporting documents (employment reviews, educational records, etc). 

3. Please review the questions throughout the form and provide information that is NOT stated in your résumé, and please provide that data only; in other words, please do not duplicate information. This way, it will not be necessary to complete the entire form. 
4. Please email your copy of this form back to Mandy@Market-Connections.net.

C. If you do not have an old résumé, please do complete the form.
1. Please be sure to complete the form in its entirety, and please refrain from using ALL CAPS.

2. Please email your copy of this form back to Mandy@Market-Connections.net.

SECTION 1 – CONTACT INFORMATION
	Office use only:



	Date: 
	Name (Last, First, Middle): 

	Street Address: 
	City, State & Zip: 

	Email Address: 

	Home Phone: 
 
	Cell Phone: 
 


SECTION 2 – CAREER OBJECTIVE 
Please use the space below, to tell me the following in layman’s terms: 
1. What your objective is, and 
2. What kind(s) of position(s) you are seeking, and 

3. Whether or not you are focusing on any particular industries.

And if the answers are “anywhere”, or “I don’t know”, please tell me that too. 
	

	

	

	

	

	

	


SECTION 3 – EDUCATION – If you are already supplying a resume that contains all this information, in detail, you won’t have to complete this section.
	Name of School
	City/State
	Did you graduate?
	If No, # of semesters/ years you attended
	If Yes,  date of Graduation
	Degree received
	Major

	High School: 

	
	 NoYes   
	Semesters: _
Years: __
	
	
	

	Other School: 

	
	 NoYes   
	Semesters: _
Years: __
	
	
	

	College: 

	
	 NoYes   
	Semesters: _
Years: __
	
	
	

	College: 


	
	 NoYes   
	Semesters: _
Years: __
	
	
	

	College: 

	
	 NoYes   
	Semesters: _
Years: __
	
	
	

	Other credentials/ licenses/ professional affiliations, awards, recognitions, accolades, etc., which you would like to have listed on your résumé. 



SECTION 4 – COMMUNITY CONTRIBUTIONS – If you are already supplying a resume that contains all this information, in detail, you won’t have to complete this section.
Please list any volunteering work history, or community contributions, which you would like to have listed on your résumé. 
	

	

	

	


SECTION 5 – SKILLS – If you are already supplying a resume that contains all this information, in detail, you won’t have to complete this section.
Please list technical skills, clerical skills, trade skills, etc.  Include relevant computer systems and software packages of which you have a working knowledge, and note your level of proficiency (basic, intermediate, expert).  

	

	

	

	

	


SECTION 6 – LANGUAGES – If you are already supplying a resume that contains all this information, in detail, you won’t have to complete this section.
Please list the languages that you know, and indicate your level of proficiency with an X.  

	
	Oral Proficiency Level
	Written proficiency level

	Language
	Basic
	Intermediate
	Expert
	Basic
	Intermediate
	Expert

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


SECTION 7 – WORK EXPERIENCE – If you are already supplying a resume that contains all this information, in detail, you won’t have to complete this section.
Please detail your work history in the space provided below.  Begin with your current or most recent employer.  If you held multiple positions with the same organization, detail each position separately.  Attach additional sheets if necessary.  Please explain any gaps in employment.  Include full-time military or volunteer commitments as well.  A general rule of thumb is to cover enough information for at least the last 10 years.
	Dates Employed (most recent position)

From:                To 
	Full time            Part-time
Permanent         Temporary
	Title: 

	Organization Name , City and State. (Please indicate, if you worked at different locations, and where)


	Responsibilities: 


	* * * * * * * * * * * * * * * * * *


	Dates Employed (most recent position)
From:                To 

	Full time            Part-time
Permanent         Temporary

	Title: 

	Organization Name , City and State. (Please indicate, if you worked at different locations, and where)


	Responsibilities: 


	* * * * * * * * * * * * * * * * * *

	Dates Employed (most recent position)

From:                To 

	Full time            Part-time
Permanent         Temporary

	Title: 

	Organization Name , City and State. (Please indicate, if you worked at different locations, and where)


	Responsibilities: 


	* * * * * * * * * * * * * * * * * *

	Dates Employed (most recent position)

From:                To 

	Full time            Part-time
Permanent         Temporary

	Title: 

	Organization Name , City and State. (Please indicate, if you worked at different locations, and where)


	Responsibilities: 


	* * * * * * * * * * * * * * * * * *


	Dates Employed (most recent position)
From:                To 

	Full time            Part-time
Permanent         Temporary

	Title: 

	Organization Name , City and State. (Please indicate, if you worked at different locations, and where)


	Responsibilities: 


	* * * * * * * * * * * * * * * * * *

	Dates Employed (most recent position)

From:                To 

	Full time            Part-time
Permanent         Temporary

	Title: 

	Organization Name , City and State. (Please indicate, if you worked at different locations, and where)


	Responsibilities: 


	* * * * * * * * * * * * * * * * * *

	Dates Employed (most recent position)

From:                To 

	Full time            Part-time
Permanent         Temporary

	Title: 

	Organization Name , City and State. (Please indicate, if you worked at different locations, and where)


	Responsibilities: 


	* * * * * * * * * * * * * * * * * *
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