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Contractor	employee	biographical	data	sheet.

An	employee	bio-data	form	is	a	document	which	is	used	for	gathering	the	biographical	information	of	an	employee.	Although	the	form	is	commonly	used	during	a	company’s	employment	application	period,	it	is	also	used	within	an	employee’s	period	of	employment	and	engagement	in	the	company	for	him	to	update	his	personal	information.	Moreover,
employee	bio-data	forms	must	always	be	kept	confidential	and	must	be	recorded	immediately	to	ensure	that	the	document	will	be	kept	along	with	the	employee’s	other	employment	forms	and	documents.	Employment	Bio	Data	Formuol.edu.pkDetailsFile	FormatSize:	103	KBDownloadEmployee	Staff	Application	Bio	Data	Formsherig.orgDetailsFile
FormatSize:	101	KBDownloadTax	Employee	Bio	Data	Formincometaxchandigarh.orgDetailsFile	FormatSize:	228	KBDownloadExamples	of	Employee	Bio-Data	FormsThe	varieties	of	employee	bio-data	forms	differ	on	the	type	of	company	where	the	form	is	used	and	required	to	be	filled	out	by	the	applicants	or	the	hired	employees.	Below	are
some	examples	of	employee	bio-data	forms	that	companies	can	use:Bank	Employee	Bio	Data	Form	–	Specifically,	this	variety	of	employee	bio-data	form	is	used	for	job	applicants	and	employees	of	banks	or	financial	institutions.	In	the	form,	the	user	will	be	required	to	state	his	name	in	capital	letters	which	will	then	be	followed	by	his	date	of	birth,
nationality,	religion,	and	contact	information.	These	details	are	all	categorized	as	the	personal	information	of	the	user	which	are	significant	for	introducing	the	user	to	the	company.	The	marital	information	of	the	user	and	his	family	details	are	also	included	in	the	form	as	well	as	his	language	preferences.	An	educational	qualification	section	gathers
the	user’s	educational	background	such	as	the	exams	that	he	took	and	have	passed	which	are	important	for	his	profession,	the	number	of	attempts	he	took	before	acquiring	licenses,	and	his	examination	grade	point	average.	In	the	employment	or	job	experience	section	of	the	form,	the	user	will	be	presented	with	a	table	and	a	set	of	questions.	The
table	is	for	the	details	of	the	user’s	previous	employers	and	affiliated	companies	where	he	used	to	work	or	got	involved	before.	On	the	other	hand,	the	questionnaire	is	intended	for	acquiring	further	details	about	the	user,	specifically	his	criminal	liabilities	from	his	previous	workplace,	the	offenses	that	he	was	reported	before	along	with	the	names	of
individuals	who	will	serve	as	his	character	reference.	The	last	portion	of	the	form	is	composed	of	two	sections	which	are	the	declaration	section	and	the	specimen	signature	section.	The	user	must	agree	on	the	declaration	statement	and	indicate	the	date	and	place	of	where	he	filled	out	the	form	while	he	must	affix	his	signatures	on	both	the
declaration	statement	and	the	specimen	signature	area.Bank	Employee	Bio	Data	Formpallavangramabank.inDetailsFile	FormatSize:	234	KBDownloadContractor	Employee	Bio	Data	Sheet	Form	–	This	employee	bio-data	form	is	intended	to	be	filled	out	by	licensed	contractors	who	want	to	be	part	of	a	project	in	a	company.	The	form	has	eight	sections
however	the	last	section	is	where	the	contractor	will	be	able	to	have	a	guide	of	how	he	can	complete	the	form	as	this	contains	a	list	of	instructions	and	a	notice	statement	regarding	regulations	which	are	mandated	by	the	State	and	to	be	followed	by	companies	for	their	application	procedures.	In	the	first	section	of	the	form,	the	contractor	employee
will	have	to	state	his	name	and	the	name	of	the	contractor	who	is	partnering	with	him	or	have	recommended	him	for	the	project	along	with	their	contact	information,	address,	amount	of	proposed	salary,	duration	of	the	assignment,	and	contract	number.	The	second	section	of	the	form	is	for	the	educational	details	of	the	contractor	employee	ranging
from	the	name	of	the	institutions	that	he	attended,	his	majors,	educational	degrees	attained,	and	the	dates	of	when	he	graduated.	The	language	proficiency	of	the	contractor	employee	is	highlighted	in	the	third	section	of	the	form	while	the	fourth	section	details	his	employment	history.	The	fifth	section	of	the	form,	on	the	other	hand,	collects	the
services	that	the	contractor	employee	have	rendered	or	served	to	his	clients	under	the	contracts	that	he	previously	signed.	To	certify	the	statements	that	he	disclosed,	he	must	then	sign	the	certification	which	is	the	sixth	section	of	the	form	while	his	partner	contractor	or	the	contractor’s	representative	will	have	to	affix	a	signature	on	the	seventh
section	of	the	form	to	indicate	that	the	information	disclosed	were	true	and	have	been	verified	for	accuracy.Contractor	Employee	Bio	Data	Sheet	Formusaid.govDetailsFile	FormatSize:	105	KBDownloadOverseas	Bio	Data	Form	–	This	variety	is	suitable	to	be	created	and	provided	by	employers	or	companies	whose	aim	is	to	hire	employees	for	overseas
work	or	jobs.	Compared	to	the	aforementioned	form	varieties,	this	document	has	an	incorporated	formal	letter	before	the	content	of	the	bio-data.	The	formal	letter	is	intended	for	indicating	the	interest	of	the	applicant	regarding	the	available	position	that	the	company	is	offering.	The	applicant	should	then	fill	out	the	blank	spaces	in	the	letter
which	must	have	his	choice	of	position	and	the	country	or	the	location	where	he	knew	about	the	employment	opportunity.	After	the	letter,	the	applicant	will	be	having	to	provide	his	general	information	and	his	overseas	work	experience	which	are	relative	for	the	application	just	like	any	basic	bio-data	form.Overseas	Bio	Data	Sample
Templatejobserveafrica.comDetailsFile	FormatSize:	7	KBDownloadHow	to	Create	an	Employee	Bio-Data	FormCreating	an	employee	bio-data	form	is	easy	especially	with	the	following	steps	below	to	serve	as	a	guide	in	crafting	a	formal	and	effective	bio-data:Step	1:	Incorporate	the	name	of	the	company,	the	title	of	the	form,	and	add	a	box	for	the	photo
of	the	user.The	name	of	the	company	and	the	title	of	the	form	will	serve	as	the	header	of	the	bio-data.	The	company	name	should	be	on	the	top	left	corner	of	the	form	which	will	then	be	followed	by	the	title	at	the	center.	A	few	inches	below	the	header	should	be	a	box	intended	for	the	photo	of	the	user	or	the	applicant.	Most	boxes	are	sized	an	inch	or
two	depending	on	the	preference	of	the	company.Step	2:	Make	a	section	for	the	personal	details	of	the	user.The	personal	details	section	should	be	able	to	collect	the	applicant	number	of	the	user,	his	title,	and	full	legal	name,	his	date	of	birth	and	nationality,	as	well	as	his	address	and	contact	numbers	which	will	be	used	by	the	company	for	reaching
out	to	him	for	inquiries	and	updates.Step	3:	Collect	the	user’s	family	background.The	names	of	the	user’s	parents	or	legal	guardian	should	be	stated	in	the	family	background	section	of	the	form.	In	addition,	the	names	of	the	user’s	spouse,	children	or	dependents,	along	with	the	details	of	the	user’s	chosen	emergency	contact	person	are	also	needed	to
be	included.Step	4:	Add	an	employment	information	section.The	purpose	of	an	employment	information	section	is	to	gather	the	history	of	the	user	as	well	as	his	current	position	if	he	is	already	hired	in	the	company	yet	wanted	to	apply	for	a	new	job.	In	this	section,	the	user’s	employment	title,	the	name	of	his	manager,	and	the	date	of	when	he	began
his	employment	under	the	company	with	the	said	position	should	be	disclosed.	Other	details	include	the	duration	of	his	employment	contract	and	the	department	where	his	job	position	is	assigned	under.Step	5:	Include	a	bank	account	information	area.This	is	an	optional	section	since	it	is	only	suitable	for	users	who	are	already	involved	or	are	hired	in
the	company.	In	a	bank	account	information	section,	the	user	should	be	able	to	state	his	bank	details	such	as	the	name	of	the	bank	institution	where	he	is	currently	enrolled,	his	bank	account	number,	and	even	his	social	security	number.Step	6:	State	a	declaration	statement	along	with	a	signature	block.The	declaration	statement	focuses	on	indicating
the	honesty	of	the	user	in	supplying	facts	and	accurate	information	on	the	form.	Below	the	statement	should	be	a	signature	and	date	block	to	be	filled	out	by	the	user	with	his	signature	and	the	date	of	when	he	completed	the	form.Employee	Bio	Data	Form	Sampleashesi.edu.ghDetailsFile	FormatSize:	53	KBDownloadGeneral	Employee	Bio-Data
Formicrhk.orgDetailsFile	FormatSize:	124	KBDownloadWhat	to	Enclose	with	an	Employee	Bio-Data	Form?There	are	many	different	HR	forms	and	documents	which	can	be	enclosed	with	an	employee	bio-data	form,	however,	there	are	two	common	documents	which	are	often	used	which	are	a	job	questionnaire	form	and	an	information	change	form.
The	job	questionnaire	form	allows	the	employer	or	the	company	to	determine	what	the	employee	is	capable	of	doing	for	the	job	that	he	is	applying	for	if	the	intent	of	filling	out	the	bio-data	form	is	for	a	job	application	or	an	employment	opportunity.	Questions	can	range	from	the	employment	achievements	of	the	applicant	and	descriptions	of	his	job
expectations.	On	the	other	hand,	an	information	change	form	is	essentially	for	hired	employees	whose	main	objective	of	using	the	bio-data	form	is	to	change	their	records	in	the	company	in	order	to	have	an	updated	employee	data	record.	Moreover,	not	every	employee	can	request	for	a	change	since	it	is	important	to	provide	sufficient	proof	that	the
change	occurred	especially	if	it	deals	with	the	employee’s	name	and	civil	status.	The	changes	must	only	be	accepted	by	the	company	if	the	employee	was	able	to	submit	the	requirements	and	legal	forms	to	prove	the	changes.	Filetype:	DOC	|	PDF	Size:	73.5	KB	|	29.8	KB	Pages:	2	Rating:	4.3,	26	votes	Please	enter	symbols	you	see	on	the	image	below:
Work	Experience	Sheets:	What	Are	They?At	the	start	of	anyone’s	career,	getting	work	experience	is	one	of	the	major	highlights.	And	the	earlier	you	begin	to	acquire	experience,	the	better	your	resume	will	be.	But	if	an	employer	or	supervisor	specifically	wants	a	detailed	record	of	work	experiences	in	a	job	application,	using	work	experience	sheets	is
essential.	Such	sheets	can	outline	when	an	applicant	or	worker	started	his	or	her	job	and	what	positions	and	tasks	they	went	through.	Work-driven	data	is	helpful	to	see	what	a	person	has	achieved	automatically.	In	job	interviews,	anyone	can	say	excellent	traits	about	themselves.	But	what	about	their	actual	achievements	at	work?	Hence,	work
experience	documents	answer	that	question	directly	and	thoroughly.According	to	research,	over	a	third	of	recruiters	concluded	that	lesser	chances	of	success	apply	to	graduates	without	past	work	experiences.Also,	Statista	reported	that	approximately	130.6	million	people	were	fully	employed	in	the	US	in	2019.Why	is	a	Work	Experience	Sheet
Important?Work	experience	sheets	are	vital	to	answer	direct	questions	about	work	aside	from	depending	on	resumes	and	interviews.	So	in	the	next	job	application,	employers	can	refer	to	such	sheets	to	discover	what	applicants	have	experienced	and	achieved	throughout	their	employment	years.	More	so,	the	documents	here	contain	references,	like
contact	numbers	and	names	of	the	previous	managers	and	companies	the	employees	used	to	work	with.	Thus,	it	will	be	easy	for	whoever	evaluates	the	sheet	to	confirm	if	the	applicants’	information	was	true.	And	after	reading	and	evaluating	the	sheets,	employers	already	know	if	the	applicants	are	qualified	for	the	job	or	not.Who	Creates	Work
Experience	Sheets?A	work	experience	sheet	is	generally	prepared	by	soon-to-be	ex-employees	when	they	plan	to	apply	to	another	company.	Applicants	must	correctly	remember	all	their	work	experiences	mentioned	in	the	proper	sequence	to	the	sheets.	Remembering	may	not	be	enough	since	being	sure	about	the	employment	years,	company	or
manager	names,	and	contact	information	should	not	be	a	guessing	game.	Hence,	checking	certain	documents	for	proof	may	be	necessary.	The	sheet	can	also	be	prepared	by	anyone	to	make	a	document	for	applicants	to	fill	out.	That	way,	such	people	only	send	pre-formatted	sheets	while	applicants	fill	in	the	complete	details.What	Are	the	Elements	of	a
Work	Experience	Sheet?You	already	know	what	a	work	experience	sheet	is	and	what	it	is	used	for.	But	are	you	familiar	with	what	details	are	found	inside	the	document?	Albeit	people	prepare	a	different	design,	style,	or	format	in	the	work	experience	form,	there	are	common	denominators	involved.	In	this	segment,	we	outlined	the	ten	elements	often
seen	in	work	experience	sheets.Title:	Everything	starts	with	a	title.	The	document	used	must	have	the	“Work	Experience	Sheet”	label,	so	it	serves	its	purpose	when	you	view	the	sheet.	Otherwise,	people	might	still	have	to	guess	what	the	contents	inside	the	sheet	are.	And	to	ensure	that	the	title	is	easily	seen,	put	it	at	the	topmost	part	of	the	form	and
use	capital	and	bold	letters.Name:	If	the	sheet	already	serves	a	clear	statement	that	it	is	a	work	experience	document,	then	good.	Next,	figure	out	whose	work	experience	is	being	talked	about	in	the	form.	If	you	are	writing	about	your	experiences,	then	be	sure	your	name	is	visible.	That	way,	no	supervisor	who	evaluates	the	form	would	have	to	guess
whose	details	it	belongs	to.	And	the	general	rule	is	to	provide	the	complete	legal	name	for	formality	purposes.Duration:	Before	discussing	your	work	experience,	indicate	in	the	sheet	first	about	when	you	started	and	ended	your	term.	For	example,	you	might	have	worked	as	a	teacher	since	July	2013.	So,	mention	that	date	in	the	duration.	Next,	write
when	you	stopped	working	as	a	teacher.	For	example,	your	duration	would	be	“July	23,	2017–November	10,	2019.”	And	if	you	have	many	experiences	aside	from	being	a	teacher,	write	another	category	for	it.	Hence,	you	will	have	to	make	another	set	of	duration,	position,	and	so	forth.Position:	Since	the	position	was	just	mentioned	earlier,	do	not	forget
to	add	that.	The	problem	is	other	people	will	say	they	worked	for	a	certain	business	without	detailing	their	position.	An	example	is	when	you	say	that	you	worked	for	Apple.	Indeed,	it	sounds	fancy,	and	employers	may	be	impressed	with	your	background.	But	what	exactly	is	your	position	in	Apple?	If	you	were	just	an	intern,	then	mention	it.	Otherwise,
supervisors	might	assume	you	worked	for	human	resource	management,	yet	that	is	out	of	your	league	for	the	moment.Company	Name:	Always	mention	the	brand	or	the	name	of	the	company	you	used	to	work	for.	Maybe	you	mentioned	you	worked	for	a	clothing	store	before.	But	which	store	is	that?	Be	specific,	like	in	stating	that	you	worked	from
Urban	Outfitters,	H&M,	or	Forever	21.	Company	Address:	Indeed,	it	is	specific	to	say	which	company	you	worked	from.	Let	us	say	that	you	worked	from	Walmart.	There	are	different	branches	of	Walmart	out	there	too.	Hence,	provide	the	complete	company	address	in	the	work	experience	sheet.	The	address	will	also	be	used	for	reference	so	people
would	know	where	the	previous	companies	you	worked	for	are.Company	Contact	Info:	The	company’s	contact	information	cannot	be	forgotten	as	well.	This	part	is	crucial,	so	supervisors	can	easily	contact	your	previous	company’s	office	or	manager	for	confirmation	purposes.	Expect	to	mention	the	correct	phone	number	or	email	address.	Also,	an
employer	might	not	believe	what	you	wrote	in	the	work	experience	sheet.	Therefore,	that	employer	can	talk	with	your	previous	manager.	And	if	you	did	not	lie	with	the	form’s	content,	you	got	nothing	to	fear.Supervisor	Name:	The	name	of	your	previous	supervisor	or	manager	is	another	requirement	for	documentation	purposes.	And	the	name	serves
as	a	reference	for	who	to	contact	too.	Sometimes	these	names	are	very	helpful.	An	example	is	when	the	new	business	manager	you	applied	for	knows	your	previous	employer	very	well;	in	fact,	they	are	good	friends.	Thus,	you	can	be	trusted	easily.Accomplishments:	It	is	vital	to	mention	your	previous	jobs’	contributions	and	accomplishments.	Take	this
chance	as	your	opportunity	to	impress	employers.	But,	be	humble	as	well.	The	key	is	to	state	relevant	accomplishments	only.	Therefore,	this	statement	tells	you	to	mention	achievements	that	may	be	of	good	use	to	the	new	business	you	are	applying	for.Summary	of	Actual	Duties:	One	of	the	critical	parts	of	a	work	experience	form	is	to	state	a	summary
of	all	your	actual	duties	from	previous	jobs.	Take	an	accountant,	for	example.	A	position	is	not	specifying	what	tasks	you	do	while	working.	Mention	what	else	you	do	at	work.	And	be	sure	to	summarize	properly.	If	you	have	more	tasks	aside	from	your	assigned	jobs,	then	state	them	too.	How	to	Write	Excellent	Work	Experience	SheetsAre	you	aware	of
how	competitive	the	work	industry	is?	Based	on	a	survey,	there	were	130.6	million	Americans	fully	employed	in	2019.	And	imagine	how	many	more	people	are	unemployed	out	there	while	having	limited	jobs	available.	Competition	is	tough.	So,	find	a	way	to	increase	your	chances	of	getting	accepted	to	any	business	you	are	interested	in	joining.	How
so?	Ensuring	that	your	work	experience	sheet	is	excellently	made.	To	do	that,	follow	these	simple	steps	as	your	guide	below:Step	1:	Review	Your	Employment	DocumentsYes,	there	are	already	sample	work	experience	templates	available	that	are	ready	for	download.	But,	you	would	not	know	what	details	to	fill	in	the	sheet	without	reviewing	the
essential	employment	documents.	You	are	expected	to	log	your	work	experiences	over	the	years	in	a	sheet.	And	it	would	be	tough	when	you	forget	some	crucial	information,	particularly	the	names,	dates,	etc.	So,	review	your	employment	records	first	until	you	are	prepared	to	write	a	draft.Step	2:	List	the	Significant	TakeawaysTo	start	your	draft,
transfer	all	the	critical	takeaways	from	your	records	worth	adding	to	the	work	experience	sheet.	What	are	these	takeaways?	Refer	to	the	work	experience	sheet’s	elements	that	were	discussed	earlier.	Those	elements	are	the	needed	factors	to	jot	down	in	your	document.	Remember	that	only	the	relevant	information	is	necessary,	so	there	is	no	need	to
copy	and	paste	all	the	details	from	employment	records	to	your	work	experience	form.	You	are	on	good	terms	if	all	the	elements	required	are	complete.Step	3:	Arrange	the	Details	in	OrderAs	you	begin	filling	in	the	work	experience	sheet	blanks	with	the	takeaways,	never	forget	to	observe	a	sequence.	With	that,	it	means	you	should	present	information
in	chronological	order.	You	must	begin	writing	about	your	very	first	work	experience	down	to	the	latest	one.	Or	perhaps,	you	can	start	with	the	latest	experience	down	to	the	oldest.	The	sequence	is	up	to	you,	or	whatever	is	required	by	whoever	checks	your	sheet.	Think	as	if	you	are	narrating	your	experience	to	keep	it	easy.Step	4:	Be	SpecificDo	not
take	the	narrative	presentation	literally.	Maybe	you	ended	up	narrating	your	whole	work	experience	as	if	you	are	writing	a	book.	Remember	that	the	whole	sheet	is	just	a	short	but	detailed	guide	about	your	previous	work	experiences.	Focus	on	being	specific	with	everything	you	wrote,	especially	in	adding	the	elements.	Lengthy	sentences	that	can	be
shortened	must	be	shortened.	You	are	not	after	a	word	count	in	this	sheet	anyway,	so	keep	it	brief	as	long	as	you	can	say	what	you	need	to	share.Step	5:	Keep	a	Professional	ToneBear	in	mind	that	these	documents	are	official	records	for	a	business.	Expect	to	write	things	professionally.	Be	particular	about	the	content	and	format	of	the	document,	too,
because	employers	also	judge	them.	There	is	no	need	for	flowery	words	or	greetings	in	the	introduction	because	work	experience	sheets	are	not	letters.	They	display	your	list	of	experiences	and	related	details.	And	once	you	are	confident	with	the	form’s	content,	submit	it.FAQsYou	acquire	work	experiences	when	you	apply	for	jobs.	Even	as	a	student,
you	can	already	begin	your	experience	since	it	is	not	limited	to	working	as	an	employee	only.	Try	working	on	family	business,	interning,	or	perhaps,	freelancing.	The	strategy	is	up	to	you,	as	long	as	you	are	prepared	with	the	workload.The	personal	data	sheet	refers	to	an	official	document	that	outlines	your	logistical	and	biographical	details.
Information	comes	from	your	birth	date,	address,	educational	background,	etc.	And	such	sheets	are	needed	by	organizations	and	agencies	for	processing	functions.In	the	UK,	businesses	and	traders	are	obliged	to	pay	for	data	protection.	But,	there	are	a	few	exemptions.	Just	review	if	data	protection	fees	are	needed	in	your	area	to	know	if	you	are
exempted	or	not.	Nonetheless,	data	controllers	with	personal	data	regarding	business-driven	purposes	might	need	to	pay	fees	yearly.According	to	the	great	Albert	Einstein,	“The	only	source	of	knowledge	is	experience.”	His	statement	sums	up	the	effects	when	you	get	more	work	experiences—to	be	knowledgeable	and	experienced.	And	that	is	just	the
type	of	workers	any	employer	would	want	to	hire	for	their	business.	Remember	that	a	work	experience	sheet	is	not	just	something	to	beautify	your	CV	or	be	ostentatious.	Due	to	a	competitive	corporate	world,	work	experience	sheets	are	a	way	to	know	how	prepared	you	are	for	the	upcoming	tasks	expected	of	you	in	any	company.
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