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APPLICATION FOR EMPLOYMENT

	Name:
	
	
	
	Date:  
	




LAST

            

FIRST
             

MIDDLE

	Address:  
	
	
	
	



           STREET






CITY

  STATE      ZIP CODE

	Position Applied For:  
	
	How did you learn of position?
	


	
	Full Time
	
	Part Time
	Date Available
	
	Salary Desired
	


	Phone Number
	
	
	Alternate Phone Number
	


	Social Security Number
	
	
	Are you over 18 years old?
	
	Yes
	
	No


	Are you legally eligible for employment in the United States?
	
	
	Yes
	
	No


(If offered employment, you will be required to provide documentation to verify eligibility.)

____________________________________________________________________________________________________________
Education:
Please indicate your education or training which you believe qualifies you for the position you are seeking.

	High School
	Number of Years Completed:
	
	Diploma:
	
	Yes
	
	No
	G.E.D.
	
	Yes
	
	No


	College and/or Vocational School
	Number of Years Completed:
	


	School(s)
	


	
	

	Address/City
	State

	

	Major
	Degrees Earned/Date: 


	Other Training or Degrees 
	Number of Years Completed:
	


	School(s)
	


	

	Address/City
	State

	

	Course
	Degrees or Certificate Earned/Date:


____________________________________________________________________________________________________________

Office Skills:
	Data Entry
	        w.p.m.
	Shorthand
	        w.p.m.
	Dictaphone
	         w.p.m.
	

	Quickbooks  versions
	
	MS Windows versions
	
	Excel
	
	MS Office versions
	

	Timeslips Version No.
	
	Other
	


Record of Conviction:
	Have you ever been convicted of a crime, (incl. while in Military Service)?  
	
	Yes
	
	No
	Date
	


	If yes, explain:
	


(A conviction will not necessarily automatically disqualify you for employment. Rather such factors as age and date of conviction, seriousness and nature of the crime, and rehabilitation will be considered).

Employment:  List last employer first, include U.S. Military Service.  

	May we contact your present employer?  
	
	Yes
	
	No


If any employment was under a different name, indicate name:                                                                                                                  
	Employer
	
	Date of Employment
	From
	
	To
	


	Address
	


	Telephone
	
	Starting Position
	
	Starting Pay
	


	
	Ending Position
	
	Ending Pay
	


	Supervisor(s)
	
	Department(s)
	


	Duties
	

	


	Full Time
	
	Part-Time
	
	
	No. of Hrs
	


	Reason for Leaving
	


	Employer
	
	
	Date of Employment
	From
	
	To
	


	Address
	


	Telephone
	
	Starting Position
	
	Starting Pay
	


	
	Ending Position
	
	Ending Pay
	


	Supervisor(s)
	
	Department(s)
	


	Duties
	

	
	

	
	


	Full Time
	
	Part-Time
	
	
	No. of Hrs
	


	Reason for Leaving
	


	Employer
	
	
	Date of Employment
	From
	
	To
	


	Address
	


	Telephone
	
	Starting Position
	
	Starting Pay
	


	
	Ending Position
	
	Ending Pay
	


	Supervisor(s)
	
	Department(s)
	


	Duties
	

	
	

	
	


	Full Time
	
	Part-Time
	
	
	No. of Hrs
	


	Reason for Leaving
	


	Employer
	
	
	Date of Employment
	From
	
	To
	


	Address
	


	Telephone
	
	Starting Position
	
	Starting Pay
	


	
	Ending Position
	
	Ending Pay
	


	Supervisor(s)
	
	Department(s)
	


	Duties
	

	
	

	
	


	Full Time
	
	Part-Time
	
	
	No. of Hrs
	


	Reason for Leaving
	


	Employer
	
	
	Date of Employment
	From
	
	To
	


	Address
	


	Telephone
	
	Starting Position
	
	Starting Pay
	


	
	Ending Position
	
	Ending Pay
	


	Supervisor(s)
	
	Department(s)
	


	Duties
	

	
	

	
	


	Full Time
	
	Part-Time
	
	
	No. of Hrs
	


	Reason for Leaving
	


	Employer
	
	
	Date of Employment
	From
	
	To
	


	Address
	


	Telephone
	
	Starting Position
	
	Starting Pay
	


	
	Ending Position
	
	Ending Pay
	


	Supervisor(s)
	
	Department(s)
	


	Duties
	

	
	

	
	


	Full Time
	
	Part-Time
	
	
	No. of Hrs
	


	Reason for Leaving
	


	Employer
	
	
	Date of Employment
	From
	
	To
	


	Address
	


	Telephone
	
	Starting Position
	
	Starting Pay
	


	
	Ending Position
	
	Ending Pay
	


	Supervisor(s)
	
	Department(s)
	


	Duties
	

	
	

	
	


	Full Time
	
	Part-Time
	
	
	No. of Hrs
	


	Reason for Leaving
	


	Employer
	
	
	Date of Employment
	From
	
	To
	


	Address
	


	Telephone
	
	Starting Position
	
	Starting Pay
	


	
	Ending Position
	
	Ending Pay
	


	Supervisor(s)
	
	Department(s)
	


	Duties
	

	
	

	
	


	Full Time
	
	Part-Time
	
	
	No. of Hrs
	


	Reason for Leaving
	


	Employer
	
	
	Date of Employment
	From
	
	To
	


	Address
	


	Telephone
	
	Starting Position
	
	Starting Pay
	


	
	Ending Position
	
	Ending Pay
	


	Supervisor(s)
	
	Department(s)
	


	Duties
	

	
	

	
	


	Full Time
	
	Part-Time
	
	
	No. of Hrs
	


	Reason for Leaving
	


	Employer
	
	
	Date of Employment
	From
	
	To
	


	Address
	


	Telephone
	
	Starting Position
	
	Starting Pay
	


	
	Ending Position
	
	Ending Pay
	


	Supervisor(s)
	
	Department(s)
	


	Duties
	

	
	

	
	


	Full Time
	
	Part-Time
	
	
	No. of Hrs
	


	Reason for Leaving
	


	Employer
	
	
	Date of Employment
	From
	
	To
	


	Address
	


	Telephone
	
	Starting Position
	
	Starting Pay
	


	
	Ending Position
	
	Ending Pay
	


	Supervisor(s)
	
	Department(s)
	


	Duties
	

	
	

	
	


	Full Time
	
	Part-Time
	
	
	No. of Hrs
	


	Reason for Leaving
	


	Explain any gaps in work history:
	


	Have you ever been discharged or asked to resign from a job?

	
	
	Yes
	
	No


	If yes, explain 
	


	
	References


	Name
	
	Company
	


	Phone
	
	Relationship
	


	Name
	
	Company
	


	Phone
	
	Relationship hip
	


	Name
	
	Company
	


	Phone
	
	Relationship
	


APPLICANT'S CERTIFICATION AND AGREEMENT
I hereby certify that the facts set forth in the above employment application are true and complete to the best of my knowledge.  I understand that, if employed, falsified statements of any kind or omission of facts called for on this application shall be considered sufficient basis for dismissal.  I understand that should an employment offer be extended to me and accepted that I will fully adhere to the policies, rules and regulations of employment of the Employer.  However, I further understand that neither the policies, rules, regulations of employment or anything said during the interview process shall be deemed to constitute the terms of an implied employment contract.  I understand that any employment offered is for an indefinite duration and is at will.

	Signature of Applicant
	
	Date:
	


PAGE  

