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About the Document 

name SD-ALL-4900-M. Staff Profile Form 

owner HR   

access & use All Staff 

what it is A tool for helping us learn more about the people we work with and the skills 
we each have to offer 

used with 
Where a completed example of this form would be helpful, refer to: 

 SD-ALL-4900-E. EXAMPLE. Staff Profile Form  

Working with the Document 
 Gray shaded form fields are input placeholders. To replace the text in these form fields, click 

ONCE on the field and type your new content. 

 Table cells will expand to accommodate any length of text.  

Instructions  
Please note: 

 Some of the fields in the Staff Profile Form are optional and do not need to be completed; they 
are marked accordingly.  

 The profile form was created to let us get to know everyone on a more personal level, but we 
absolutely respect the fact that you may not be comfortable providing all the information in the 
form.  

 If you do include optional information, we ask that you keep it appropriate for viewing by all 
Company staff.     PR
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To complete the form: 

1. Save a copy of the form.   

2. In the copied form, double-click on the page header (where the logo lives), and replace <Staff 
Member Name> with your name. 

3. Complete each section of the form electronically: 

a. Photo.  This is optional but helpful, especially for new people.  If you include a photo: 

 Save a copy of your chosen photo to an appropriate directory on your desktop.   

 In the table cell under the word “Photo” click to highlight the gray shaded form field.   

 On the top Ribbon, click the Insert tab, and then click Picture.   

 Browse to the location of your saved photo, select the file and click Insert. 

 To adjust the size of the photo, click and drag a corner ‘handle’.   

 To replace the photo, right-click on it and select Change Picture. 

b. My Responsibilities and Skills:   

 List the top 5 responsibilities of your position.  This helps people new to the company 
learn what everyone does. 

 List a few of your top job-related skills.  This helps us know who has expertise in various 
areas and who we might go to when we have questions or need support. 

 Advanced skills in desktop applications:  This helps us know who to ask for help if we’re 
trying to figure out how to use a new application or software feature. 

c. My Background.  Completely optional.  If you want to share the information: 

 List relevant degrees or certifications achieved. 

 List relevant previous companies you worked at and your title there.   

 Delete any fields you don’t wish to complete. 

d. Outside of work.  Completely optional.  If you want to share: 

 Answer the questions you want, add your own, delete the rest. 

 Caution:  Whatever you include, please keep it appropriate for viewing by all Company 
staff.   Think ‘G’-rated movie.  

4. When the form is complete, email it to:  CUSTOMIZER:  Insert individual who will be maintaining 
the staff directory.  Example:  Receptionist, Office Manager. 

5. Once reviewed, your completed form will be linked to the Staff & Telephone Directory.  Profiles 
for Administrative Assistants are also linked to the Administrative Staff Directory. 
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Set up your HR Department  Create HR for Clients 

A complete HR Toolkit for small business to 
create and maintain your HR fundamentals.    

Create your HR materials 

• 260+ premium templates to create  
contracts, employee manuals, forms, 
spreadsheets and manager guides 

• Download your HR folders 

• Identify your HR priorities 

• 22 HR topics 

• Create HR intranet 

Support your HR Function 

• COVID-19 Portal 

• Legislation Portal 

• Remote Workforce Portal 

• Mental Health Portal 

• Diversity & Inclusion Portal 

• Weekly updates, email notifications 

• Help & support. With real humans! 

 HR Toolkit for Small Business, but made for HR 
consultants with the following differences:  

• Special licensing for use with clients 

• Additional module + additional download of 
pre-assembled folders and templates to 
create your own master HR toolkit to 
re-use for new clients 

• Pricing.   
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Sign up for a free Trial and download this template now!  Link in footer. 
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