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Questionnaire

for Completion and Return
To assist us with the initial selection of suitable candidates, please can you complete this form and return it, together with your current CV, via email to vacancies@office-lifeline.co.uk. 

Upon receipt we assess your suitability and may contact you for further information and/or an informal chat. Depending upon the availability of work, we will discuss with you the options for working with Office Lifeline and our clients.

Name: 
... enter your full name here
Email: 
... enter your email address here
Tel No:
... enter your telephone number here
Town:
…enter the town/city where you live here
	QUESTION
	RESPONSE (type in data fields below)

	1. How long have you been a professional PA or Secretary?

Please give your last 3 companies & roles with employment dates. We will not contact these companies without your consent. At least two references will be required.
	enter your response here

	2. Why are you particularly suited to working as a Virtual PA?

Please briefly tell us about yourself, your personal circumstances and what type of work you are principally looking for, so we can understand if the role is right for you.
	enter your response here

	3. What hours are you looking to work for Office Lifeline?

Please and state if you are seeking part-time or full-time work, specifying how many hours per week you are available for work and any constraints on your working hours or days.
	enter your response here

	4. What home office arrangements and IT equipment do you have?

Please tell us what IT equipment you have: 

- Type & speed of broadband connection

- Hardware (e.g. PC, printer, scanner, fax)
- Software (e.g. MS Office, Adobe Acrobat)
	enter your response here


