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	Please return form with your CV to maxine@dictatenow.com



Personal details
	Full name


	

	Address


	

	Home telephone Number

	

	Mobile Number

	

	Personal email address


	


Employment details
	How did you hear of DictateNow ?
Were you recommended to DictateNow?.

If Yes, who recommended you ?

	

	Are you a legal or medical typist

	

	What is your typing speed? 


	

	How long have you been a typist? 


	

	Do you have any typing qualifications?
If so, please give details?

	

	What areas of audio typing do you have experience in? ie Family / Criminal / Ophthalmology etc

	

	Have you used a digital dictation system (ie BigHand, Winscribe, DictateNow?

If so, which system(s) have you used?


	

	Do you have experience in other specialisations i.e.  insurance / banking / Government etc. ? 


	

	Are there any areas you prefer not to type – ie Children matters.


	

	Do you have experience of working with any Case Management Visual Files, Axxia, Videss, Mountain etc/Document Management i.e. Hummingbird, Interwoven etc/Practice Management Systems?

	

	Do you have experience of transcribing meetings / interviews where several people are talking?

	

	What hours are you looking to dedicate to work for DictateNow? i.e. Days, Evenings, Nights, Weekends?  Please specify hours preferred.

i.e. 9-5 p.m. Mon to Friday

6-8 p.m. evenings weekdays
	

	Are you currently working ? 
What are you doing in your work?
Do you currently work from home?
Please provide name, address & dates of your current employer.


	

	Are you currently, or have you in the past worked for an outsourcing company ?

If Yes, who did you work for ?

	

	What is the name, address & email contact of your most recent two employers?


	

	Would you be looking to working as a home-based transcriptionist long term or short term?    

What are the reasons for seeking this kind of work? 


	

	Are you happy to work effectively on your own at home with little supervision?


	

	DictateNow may request a Criminal Records Bureau (CRB) check, due to the confidential and legal nature of the work we undertake. Are you happy for us to do so?  


	


Technical

	Do you have a computer of laptop?

Where in your house is the computer / laptop located?

Who has access to this machine?


	

	Do you have a printer and shredder?

	

	Do you have broadband internet?
Which company supplies this?


	

	Do you have Antivirus software installed?
Which company produces this?

Do you have an ongoing update subscription?, and when does this subscription expire?


	

	What version of Windows and Microsoft Office do you have?


	


If you are unsure how to answer this section, please don’t worry –DictateNow can help you with this.
In order to work for DictateNow, you will need Microsoft Windows, Microsoft Office, and upto date Antivirus software installed.

Additional information.

If there is any other information that is relevant to your application, please provide it here.

Finally

Please return this document by email to maxine@dictatenow.com with your CV, or post it to the address below.
Version: 22 June 2011

DictateNow House, 2 Delta Court, Manor Way, Borehamwood, Hertfordshire, WD6 1FJ

