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JOB APPLICATION FORM


	For office use
	
	Applicant MUST complete this block

	Starting salary
	
	
	Position Applied
	

	Date of employment
	
	
	Expected salary
	

	Probation period
	
	
	Availability
	

	Salary after confirmation of employment
	
	
	Completed on
	

	
	
	
	
	


1.
PERSONAL INFORMATION

	Name in English
	
	Name in Chinese
	

	Date of Birth
	
	Gender
	

	Marital Status
	
	HKID Card No
	

	Telephone No.
	Home
	
	Mobile
	
	Nationality
	

	E-mail account
	

	Residential address
	


2.
EDUCATION BACKGROUND & QUALIFICATION


	Duration
	Name of School/College/University
	Qualification/major subject

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3.
PROFESSIONAL QUALIFICATION

	Year
	Institution
	Title
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4.
WORKING EXPERIENCE (Last job ranks first)

	Period
	

	Name of employer
	

	Last position
	
	Latest salary
	

	Duties
	

	
	

	
	

	Reason of quit
	

	
	

	Period
	

	Name of employer
	

	Last position
	
	Latest salary
	

	Duties
	

	
	

	
	

	Reason of quit
	

	
	

	Period
	

	Name of employer
	

	Last position
	
	Latest salary
	

	Duties
	

	
	

	Reason of quit
	

	
	

	Period
	

	Name of employer
	

	Last position
	
	Latest salary
	

	Duties
	

	
	

	Reason of quit
	

	
	

	Period
	

	Name of employer
	

	Last position
	
	Latest salary
	

	Duties
	

	
	

	Reason of quit
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5.
LANGUAGE PROFICIENCY

	
	Fluent
	General
	A little
	Unknown

	English:
	
	
	
	

	Cantonese:
	
	
	
	

	Mandarin or Putunghua:
	
	
	
	

	Other language: (Please specify)
	


6.
COMPUTER SKILLS PROFICIENCY

	
	Proficient
	Good enough
	Basic
	Unknown

	Windows 95/98/2000/NT:
	
	
	
	

	Microsoft Word:
	
	
	
	

	Microsoft Excel:
	
	
	
	

	Changji Chinese input method:
	
	
	
	

	CSA:
	
	
	
	

	Netscape:
	
	
	
	

	Internet Explorer:
	
	
	
	

	Peachtree Accounting:
	
	
	
	

	Other software: (Please specify)
	


7.
CHARACTER ASSESSMENT

The following questionnaire helps you as well as us to evaluate your attitude, habits, characters, strengths and weaknesses.  Please mark “X” to the most appropriate option for each question.  Do not mark two or more options for any question or you would get no score on that question.  Answering as honestly and deliberately as you can is a good start towards a new journey of your career. 

	
	
	OPTION

	
	
	Never
	Occasionally
	Frequently
	Always

	1.
	I improve areas where I fall short
	
	
	
	

	2.
	I like to accept new challenge
	
	
	
	

	3.
	I enjoy giving talks and welcome opportunities to appear before an audience
	
	
	
	

	4.
	I act honestly and with professional manner
	
	
	
	

	5.
	I take care to analyze issues thoroughly, but I also act decisively
	
	
	
	

	6.
	I voluntarily take opportunities to act as the leader of any group
	
	
	
	

	7.
	I tidy my desk regularly
	
	
	
	

	8.
	I eat and sleep well; and am careful to avoid working excessive hours 
	
	
	
	

	9.
	I exercise to maintain fitness standards and keep close to my ideal weight 
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7.
CHARACTER ASSESSMENT (Continued)

	
	
	OPTION

	
	
	Never
	Occasionally
	Frequently
	Always

	10.
	I regularly tidy-up my bedroom, remove outdated magazine and unused material
	
	
	
	

	11.
	I report duty in time.
	
	
	
	

	12.
	I do not smoke
	
	
	
	

	13.
	I join examination of various skill to assess my talent and capability
	
	
	
	

	14.
	I make long-term plans for my career and revise them as necessary
	
	
	
	

	15.
	I seek feedback about my performance and act on my criticisms
	
	
	
	

	16.
	I plan my time before carrying out an assignment and control the time with feed forward control technique
	
	
	
	

	17.
	I took for new ideas from others and seek to develop new ideas myself
	
	
	
	

	18.
	I compile a list of priorities and organize my work accordingly
	
	
	
	

	19.
	I write down my ambitions and check my progress towards them
	
	
	
	

	20.
	I look at opportunities for new skill and techniques
	
	
	
	

	21.
	I set aside time to master new and useful training and education
	
	
	
	

	22.
	I read books to improve myself
	
	
	
	

	23.
	I set aside time to rethink my faults
	
	
	
	

	24.
	I look for ways to improve my personal productivity
	
	
	
	

	25.
	I buy gifts for myself as well as my family and friends
	
	
	
	

	26.
	I get all the co-operation and contribution I require from other people
	
	
	
	

	27.
	I maintain my list of useful contacts and employ it as a key tool
	
	
	
	

	28.
	I turn to valued contacts to help me with personal and business issues
	
	
	
	

	29.
	I communicate with supervisor, peers and subordinates effectively, using all available media
	
	
	
	

	Number of “X”
	
	
	
	

	Weighting
	1
	2
	3
	4

	Score for each option
	
	
	
	

	Total score
	


Multiple the number of “X” for each option by their respective weighting to get the score for each option.  Add up the score of all four options to get the total score.
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8.
MISSION STATEMENT (please describe your mission as explicit as possible)

	Q1.
	What is your career plan for the next year, next five years and in long-term?

	
	

	Q2.
	What do you expect to get (other than financial rewards) from our firm?

	
	

	Q3.
	What is your understanding to the accounting and auditing industries and their working environments?  How well have you equipped yourself to work in these industries? 

	
	


Please submit this application form together with your resume to our e-mail account hr@qual-mark.com.hk.  We will notify you as soon as receiving your duly completed application form and resume.
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