Adkerson School of Accountancy

Data Sheet
Instructions

1. The data sheet is contained on the second and third pages of this document.

2. The data sheet has been created using a series of tables.  Enter data in the table cells as directed by the labels in the tables.  In some cases, examples of data have been entered in blue font.  

3. To type over text in blue font, highlight the text and begin typing.  

4. In the Work Preference section, remove the check mark (( ) before each work preference and city for which you have no interest.  If you are interested in a city that is not listed, use one of the four Other lines provided.  Delete any unused Other lines.

5. In the College Information section, the major GPA includes grades for all of your Accounting courses only. 
6. The data you enter may alter the size of the tables.  Be sure that the document does not exceed two pages.
7. An automatic page break has been placed after the Employment Information section.  Employment Information should not flow to the second page.

8. The second page begins with the References section.  You must list three references.  References must know you professionally or academically (supervisor, co-worker, professor, academic advisor), not personally (family, friends, religious advisors, family acquaintances).
9. In Examination Results, if you have not taken one of the tests listed, list n/a as the score.

10. In Accounting Courses, list all Accounting classes you have taken (at MSU and elsewhere).  If you have not taken one of the six courses listed, do not delete, just leave blank.  If you are enrolled in an Accounting course, list Currently Enrolled or Enrolled [semester & year] (ex: Enrolled Spring 2013).  Add other Accounting courses which you have completed or are enrolled in the blank rows provided.
11. You may delete excess rows in the Employment Information, References, Other Information, and Accounting Courses section.  Place the cursor on a blank line and select Tables >> Delete >> Rows

12. Type your name and the date at the end of the document to attest all information is accurate.

13. After you finish entering the data, change all text to black font.

14. Delete these instructions before printing your data sheet.

15. Save your document.

16. Upload the file in your Connections account with the Career Center.

ENTER YOUR NAME HERE

PERSONAL DATA

	Current Address:
	
	Permanent Address:

	
	Enter your Street Address
	
	
	Enter your Street Address

	
	City, State, Zip
	
	
	City, State, Zip

	
	Phone Number
	
	
	Phone Number

	
	E-Mail
	
	
	


WORK PREFERENCE

	(
	Internship
	(
	Full-Time

	Enter a brief statement of job interests and/or description of work desired



	Type of work desired?
	(
	Industry – Accounting
	(
	Government 

	
	(
	Industry – Internal Audit 
	(
	Public – Audit 

	
	(
	Industry – Tax
	(
	Public – Tax 

	
	(
	Computer Systems Consulting/Auditing 
	
	

	Location Preferences?
	(
	Atlanta, GA
	(
	Jackson, MS
	(
	Jacksonville, FL

	
	(
	Birmingham, AL
	(
	Memphis, TN
	(
	Other

	
	(
	Columbus, MS
	(
	Nashville, TN
	(
	Other

	
	(
	Houston, TX
	(
	New Orleans, LA
	(
	Other

	Other Location Preferences?
	Describe here any other location preferences.  For example, you might desire any location in the Southeast or Southwest, but not be interested in the Northeast. 

	Are you flexible with how much night travel you have in your job?
	Yes or No.  Comment if necessary

	Are there any restrictions on your willingness to relocate?
	Yes or No.  Comment if necessary

	Date available:
	Enter the date you can begin work.


COLLEGE INFORMATION

	Name and Location of Colleges Attended
	Dates Attended
	Degree Earned/

Expected
	Gradu-ation

 Date
	Major
	Grade Point Average

	
	From
	To
	
	
	
	Major
	Overall
	Basis

	Mississippi State University
	MM/YY
	MM/YY
	BACC
	MM/YY
	Accounting
	0.00
	0.00
	4.00=A

	East Mississippi CC
	MM/YY
	MM/YY
	AA
	MM/YY
	Social Science & Business
	0.00
	0.00
	4.00=A

	
	
	
	
	
	
	
	
	4.00=A

	Combined grade point average for all colleges:
	Major:
	Ungrad:
	0.00
	Grad:
	0.00

	
	Overall:
	Ungrad:
	0.00
	Grad:
	0.00


EMPLOYMENT INFORMATION

	Employer Name and Address
	Description of Work
	Hours per Week
	Dates

	
	
	
	From
	To

	
	
	0
	MM/YY
	MM/YY

	
	
	
	
	

	
	
	
	
	


REFERENCES

	Name
	Title and Company
	Business Mailing Address
	Telephone

	Enter the reference’s  full name
	Enter the reference’s title & company name
	Enter the reference’s full  MAILING address
	Enter the reference’s  phone # including area code

	
	
	
	

	
	
	
	


OTHER INFORMATION (HONORS, ORGANIZATIONS, SCHOOL/COMMUNITY ACTIVITIES)

	Activity 1

	Activity 2

	

	

	

	


EXAMINATION RESULTS

	GMAT:
	Score:
	000
	Date:
	MM/YY
	
	

	ACT:
	Composite:
	00
	Math:
	00
	English:
	00

	SAT:
	Composite:
	000
	
	
	
	


COMMENTS (IDENTIFY ADDITIONAL RELEVANT INFORMATION)

	List skills and other relevant information


ACCOUNTING COURSES

	Course
	Grade
	Professor
	
	Course
	Grade
	Professor

	Principles of Financial Accounting
	A
	Rigsby
	
	
	
	

	Principles of Managerial Accounting
	Currently

Enrolled
	Carver
	
	
	
	

	Intermediate I
	Enrolled Fall 20xx
	Webb
	
	
	
	

	Intermediate II
	
	
	
	
	
	

	Accounting Systems I
	Enrolled Fall 20xx
	Watson
	
	
	
	

	Accounting Systems II
	
	
	
	
	
	

	
	
	
	
	
	
	


I affirm that the above statements are true, and authorize the School of Accountancy to supply potential employers with transcripts, letters of recommendation, and any other information deemed useful.

Signature _______________________________

Date __________________

