[image: ]NEWAY DIRECTIONS
TOUR INFORMATION SHEET
Date: _________	Agency/Employer: __________________	Counselor: __________________
[bookmark: _GoBack]Name: __________________	Cell Phone: ____________	Home Phone: ______________
Address: _________________________________ City: __________________ Zip: _________
Email Address: _________________________________	High School Diploma/GED: Yes / No
DOB: ___/___/______ How did you find out about Neway? _____________________________
____________________________________________________________________________
Do you need any accommodations needed to assistance/enhance training? Yes / No 
How? _______________________________________________________________________
____________________________________________________________________________
Attended Job Seeking Workshops at Job Center (resume’s/mock interviews) Yes / No
Dates & Comments: ____________________________________________________________
____________________________________________________________________________
Skills
Keyboarding: ______ WPM	 Keypad: ______ KSPM 	Correct Techniques: ____________
	0 = No Experience
	+ = Some
	- = Weakness
	++ = Very Good


Computer Skills:				Other Business Skills:
Word	______	Business Math	______
Excel	______	Grammar/Punctuation	______
Access	______	Spelling		______
PowerPoint	______	Filing/Records Management	______
Outlook	______	QuickBooks	______
Windows	______	Accounting	______
Internet	______	Reception/Phone	______
Email	______	Customer Service	______
Data Entry	______	Medical Terminology	______
Other Business courses taken: ___________________________________________________
What job/career goals do you have: _______________________________________________
Past Work experience: _________________________________________________________
Other information: _____________________________________________________________
____________________________________________________________________________
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