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Employee Name: ___________________________________ Date: _______________
Section 1: Personal Details
· Full Name: ___________________________________________
· Date of Birth: _________________________________________
· Phone Number: _______________________________________
· Email Address: _______________________________________
· Permanent Address: __________________________________
· Emergency Contact:
· Name: __________________________________________
· Relationship: ____________________________________
· Contact Number: ________________________________
Section 2: Employment History
· Previous Employer: ________________________________
· Position Held: ______________________________________
· Duration: ___________________________________________
· Reason for Leaving: _______________________________
Section 3: Qualifications
· Highest Qualification: ______________________________
· Institution: _________________________________________
· Year of Graduation: ________________________________
Section 4: Certifications and Training
· Certification: _______________________________________
· Issuing Organization: ______________________________
· Date of Issuance: ___________________________________
· Expiry Date: ________________________________________
Section 5: Skills
· Skill: _______________________________________________
· Proficiency: _ Beginner _ Intermediate _ Advanced
Section 6: Performance Evaluations
· Last Evaluation Date: _______________________________
· Performance Highlights: _____________________________
· Areas for Improvement: _____________________________
· Next Period Goals: _________________________________
Section 7: Other Information
· Languages: _________________________________________
· Hobbies/Interests: __________________________________
· Special Accommodations Needed: ____________________
Acknowledgement:
I hereby confirm that the information provided is accurate and complete to the best of my knowledge.
Employee Signature: _______________________________ Date: _______________
This form is designed to be filled out easily, providing a comprehensive overview of an employee's details for HR and management purposes. It can be adapted to fit various organizational needs, ensuring all relevant information is captured efficiently.
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