12 Steps to a New Career

Worksheet 3.4-W

Job Profile
Complete this form for each recent job you’ve held, including different jobs with the same employer.

(The boxes will expand to accommodate the text you enter.)

Job title & employer
	     


When did you hold this job?

	     


How long did you have this job?

	     


What were your responsibilities?

	     


What skills did you use or develop?

	     


List your most important achievements in this job?

	     


(See next page for help in completing Exercise 4.2.)

Ideal Job Profile
Use this form to help you complete Exercise 4.2.
(The boxes will expand to accommodate the text you enter.)

Job title

	     


Employer profile

	     


Preferred responsibilities

	     


Skills you want to use or develop

	     


Achievements that demonstrate your skills for this job

	     


