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	CLIENT CONTACT INFORMATION

	Name:

	Address:
	Apt/Unit:

	City: 
	State:
	Zip

	Phone Number for Client Communications:

	Is this a number where you can be reached by text message?  Yes.    No.

	E-Mail Address:

	 LinkedIn URL: 
	

	 Occupation:

	Employer:

	Nature of Business/Position:

	Emergency Contact:

	Phone: 



Where did you hear about my services?
 Web search  Facebook Ad or Post  LinkedIn Ad or Post  Other. Please describe:
 Referral from Previous Client. Please let me know who referred you. I like to thank previous clients, and they can earn credit toward future services through referrals. (Ask me about the referral program for details.)

CLIENT AGREEMENT

THE CLIENT AGREES TO:
· Make good faith efforts to complete this intake document and submit additional relevant information before work begins.
· Provide additional information, corrections, and feedback about work in progress, in a timely manner.
· Ensure the accuracy of all job titles, institutions, locations, dates, duties, accomplishments, and contact information. Cook Coaching & Consulting relies solely on clients to give honest, complete, and verifiable information. It is the client’s responsibility to provide this information, verify its accuracy, and confirm the correctness of all information furnished. 
· Remain in regular contact with Cook Coaching & Consulting during the preparation of documents and/or for the agreed-upon duration of services. (For example, to complete purchased coaching packages within an agreed-upon period.) 
· If the client drops out of regular contact, the following shall apply:
· Document projects shall be considered “inactive” if the client has not responded to messages or provided appropriate feedback after ten (10) business days. 
· Document projects shall be considered “abandoned and complete” if the client has not responded to messages or provided appropriate feedback after fifteen (15) business days. 
· Unless prior arrangements have been made, all services included in coaching packages and bundles must be completed within ninety (90) days of purchase.
· Appointments must be rescheduled with at least one (1) business days’ notice. Failure to attend a meeting without prior notification may result in a no-show fee equivalent to the fee for the meeting or coaching session.

SATISFACTION GUARANTEE:

A thirty-day (30-day) money-back guarantee applies to résumé/CV services, provided the following:
· Full refunds will only be given for active document projects. Inactive projects qualify for a 50% refund if requested within thirty (30) business days. No refunds will be given for abandoned document projects.
· To qualify for a refund, you must agree to destroy all physical and electronic versions of the documents produced and to refrain from using them. Use of the documents without making proper payment shall constitute a violation of this agreement.
· There will be no refunds of intake fees and individual coaching sessions once completed, as those are considered payment for services rendered. If you paid in advance for a multi-session coaching package and decide not to continue, any refund will be limited to future sessions only. No refunds will be issued after the ninety-day (90-day) completion window expires.
· These terms and conditions will be included in your invoice and will take effect immediately upon your initial payment.
RESUME QUESTIONNAIRE

TARGET JOB

Modern resumes are often reviewed by software before a human ever sees them. Applicant Tracking Systems (ATS) search through documents for relevant terms and assign candidates a “match score” vs. the target job description. They may also be thrown off by irregular or inconsistent formatting, uncommon fonts, or different word forms (tenses, plurals). I use an ATS emulator to test each document’s potential match to a target position and apply my professional judgment and experience to ensure your document will be competitive. The more focused your job target is, the better. This allows us to test out the potential performance of the document in relation to your target jobs.

Having 2-3 examples to examine will help identify critical skills for your target position and ensure that we match the employer’s language as closely as possible. This will help increase the chances your resume makes it through keyword scoring algorithms used in Applicant Tracking Systems. Please submit 2-3 examples. This will help identify the core skills for a target job, even if different companies vary in how they describe the role at their organization. 

If you use the resume to apply for jobs that differ from the target jobs used in resume development, the resume may not perform as well due to differences in the position requirements. In this respect, FOCUS IS YOUR FRIEND. I will do my best to help you focus your efforts and refine your arguments as we work together. There is no such thing as a “one size fits all” resume. A different target job will likely require a fresh strategy and thoughtful re-targeting. If your target job changes to a dissimilar or completely unrelated job, we can discuss fees to begin an additional document project tailored to your new job goal.

Insert your Target Job title(s) here:

If you have the URL for relevant job posting(s), paste it here. 
Job 1:
Job 2: 
Job 3:

PROFESSIONAL EXPERIENCE
									
If you are NOT sending your last resume: Please complete all of the following information for each job.

If you ARE sending your last resume, review the following and add information not included on the resume.
(For example, recent jobs, projects, awards, or achievements; specific titles and numbers of people supervised; recent sales numbers, new territories, etc.) Many people list only the basic job duties on their resumes or fail to give the specifics that will bring the resume to life. Please see what you can add to this form, as it will help us be more efficient as we create a picture of the “professional you.”

List different positions within a company as separate jobs.  I have included tables for four jobs. If you need to add more, cut and paste additional tables into the document, as required.

	Job 1

	Job Title: 
	Company:
	Location: 
	Start Date – End Date

	To whom do you report? (Title, not the person’s name)

	Job responsibilities: List your 3-6 major duties -What are you accountable for doing every day?


	Number of persons you supervise:          
What titles/roles? (And how many of each? For example, two sales associates and one office manager.)



	Achievements: (What impacts do you have on the company? Customers?



	Job 2

	Job Title: 
	Company:
	Location: 
	Start Date – End Date

	To whom do you report? (Title, not the person’s name)

	Job responsibilities: List your 3-6 major duties -What are you accountable for doing every day?


	Number of persons you supervise:          
What titles/roles? (And how many of each? For example, two sales associates and one office manager.)



	Achievements: (What impacts do you have on the company? Customers?



	Job 3

	Job Title: 
	Company:
	Location: 
	Start Date – End Date

	To whom do you report? (Title, not the person’s name)

	Job responsibilities: List your 3-6 major duties -What are you accountable for doing every day?


	Number of persons you supervise:          

What titles/roles? (And how many of each? For example, two sales associates and one office manager)



	Achievements: (What impacts do you have on the company? Customers?



	Job 4

	Job Title: 
	Company:
	Location: 
	Start Date – End Date

	To whom do you report? (Title, not the person’s name)

	Job responsibilities: List your 3-6 major duties -What are you accountable for doing every day?


	Number of persons you supervise:          
What titles/roles? (And how many of each? For example, two sales associates and one office manager)



	Achievements: (What impacts do you have on the company? Customers?



KEYWORDS

Job-Related Skills:
Identify the most significant job-related skills you would like to highlight.
· If you have a LinkedIn profile, add the skills you listed there.
· If you know a colleague that has a great resume or LinkedIn profile, see what skills they have highlighted.
· I will be conducting my own research and using the ATS emulator to discover relevant skills, but your input is essential, since you know what you do best. 

	



Technical Skills:
List the technical and technology skills you use in your current job, have used in past jobs, or might be required to be successful in your target job.
· List all software you know how to use, especially that you use daily. These might include software, hardware, networks, systems, cloud computing resources, etc. For example, if a job asks for Salesforce, you might list Salesforce, or you might say that you are familiar with CRM (Customer Relationship Management) Systems.

	



IDEAS FOR SUMMARY

Most modern resumes include a Candidate Profile or Summary statement, instead of a traditional “Objective.” This section serves as a “reading guide” to the remainder of the resume, priming the reader to pay attention to other information that reinforces your potential match to their needs. 

The summary also serves the same function as an effective “elevator pitch” and includes the essential information you would provide when someone says “Tell me about yourself” in an interview.

The three components to include are:
· A description of who you are professionally. (Examples: Experienced Accountant; CPA with 20 years’ experience in private practice; Analytically minded Marketing Director, etc.) 
· What are you good at? What do you do? Who do you serve? How do you do your work? What skills do you use regularly? How do you keep the organization running?
· Why should a recruiter care? What impact(s) have you had? What will you do for your new employer that differentiates you from other candidates?

Add in any ideas that come to mind. We will work to make sure the summary is targeted toward your preferred jobs, by studying the key skills the employer desires, and writing your summary toward those skills.







EDUCATION & PROFESSIONAL DEVELOPMENT

Start with your highest level of education.  Two tables are included. Copy and paste an additional table for each additional experience.

DEGREE/DIPLOMA 1
	Degree Obtained (Example: Bachelor of Arts)
	Major/Course of Study:

	Grade Point Average (GPA):
	Minor/Concentration:

	Institution Name
	City/State

	Dates Attended (or Graduation Date)
	

	Honors & Awards
	Activities/Organizations



DEGREE/DIPLOMA 2
	Degree Obtained (Example: Bachelor of Arts)
	Major/Course of Study:

	Grade Point Average (GPA):
	Minor/Concentration:

	Institution Name
	City/State

	Dates Attended (or Graduation Date)
	

	Honors & Awards
	Activities/Organizations



CERTIFICATIONS
	Certificate Name 
	Issuing Organization
	Date

	Certificate Name 
	Issuing Organization
	Date

	Certificate Name 
	Issuing Organization
	Date

	Certificate Name 
	Issuing Organization
	Date



LICENSES
	License Name 
	License Number
	Issuing Organization
	Date

	License Name
	License Number
	 Issuing Organization
	 Date



PROFESSIONAL ASSOCIATIONS
	Association Name
	Dates of Membership
	Leadership Roles
	Leadership Dates
	Committees/Other

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



PUBLICATIONS
	Title
	Publication
	Date

	Title
	Publication
	Date



PRESENTATIONS
	Title/Topic
	Event
	Date

	Title/Topic
	Event
	Date


HONORS, AWARDS, & SPECIAL RECOGNITION
	Title
	Issuing Organization
	Date

	Title
	Issuing Organization
	Date



COMMUNITY INVOLVEMENT/VOLUNTEERISM
	Title/Role
	Organization
	Purpose/Cause/Type of Organization
	Dates

	Title/Role
	Organization
	Purpose/Cause/Type of Organization
	Dates



MILITARY SERVICE
	Branch
	Rank
	Discharge Status
	Dates
	Campaigns
	Medals
	Special Training



TEACHING EXPERIENCE
	Job Title
	Institution
	Department
	Dates
	Course Topic
	Credit Hours
	Undergraduate or Graduate?

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 



COMMITTEES,  TASK FORCES, AND MAJOR PROJECTS
									
Name of Committee/Task Force/Project:
Composition of Committee: (departments/organizations, member titles/roles, # of persons on committee:
Purpose (Charge) of Committee/Task Force/Project:
Your title or your role on the above:
Abstract/Summary of Deliverables:
Accomplishments/Final Results:

LANGUAGES
Languages:
Indicate level of fluency and if verbal/written: 

GLOBAL/INTERNATIONAL/DIVERSITY-RELATED EXPERIENCE
List any examples that would help an employer understand or discern your ability to work with diverse employees, markets, companies, etc.


OTHER INTERESTING INFORMATION AND FACTS

You should only include examples that would help an employer understand your personal motivations, drive, endurance, flexibility, etc. If in doubt, leave it out! Sometimes it is better to decide how to disclose personal information after you have gotten the job or developed a positive working relationship.
· Personal Interests
· Hobbies
· Media Appearances
· Favorite books, movies, radio, television.
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