EMPLOYMENT RECORD - COMPLETE IN FULL

List present or most recent experience FIRST- Include U.S. Armed Services and volunteer work. If attaching a résumé, you need not duplicate the “Duties/Details” section(s). 
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University of &an Diego




5998 Alcalá Park, Maher Hall 101

San Diego, CA 92110-2492

Office 619-260-4594   Job line 619-260-4626

www.sandiego.edu


Application Procedures

We welcome your interest in employment with the University of San Diego. Current vacancies are updated every Friday on our web site and our 24-hour Job Line.  A cover letter and résumé may be attached to applications, but will not be accepted in lieu of an application.  Applications for posted positions must be received in Human Resources by 5:00 p.m. on the designated closing date.  Separate application materials are required for each position of interest.  Photocopies of application will be accepted. All qualified applicants will receive consideration for employment without regard to race, creed, color, religion, marital status, national origin, gender, physical or mental disability, veteran status or age. The University of San Diego is an Equal Opportunity Employer

Please Print or Type

	Today’s Date


	Job Title
	Job Number



	Last Name


	First Name
	M.I.
	Other Names Used



	Address


	City
	State


	Zip Code

	E-mail
	Home Telephone
	Business/Message Telephone


	Do you have a valid driver’s license?  

 FORMCHECKBOX 
Yes                                        FORMCHECKBOX 
No

State:

	Salary Requirements
	Will you work       

  FORMCHECKBOX 
Full Time     FORMCHECKBOX 
Continuing

  FORMCHECKBOX 
Part Time    FORMCHECKBOX 
Temporary
	Preferred Hours
	Have you been employed by USD?  FORMCHECKBOX 
No

 FORMCHECKBOX 
Yes (department and position)               



	Do you have any relatives employed by USD?                                                                                   FORMCHECKBOX 
Yes (Give name and department)                                                                               FORMCHECKBOX 
No


	Referred by 

	Have you ever been convicted or plead guilty to felony? A conviction is not necessarily disqualifying. Each case will be evaluated on its own merits and its applicability to the position.    FORMCHECKBOX 
Yes (List circumstances, places and dates of conviction)                          FORMCHECKBOX 
No 

 

	Do you require any special accommodations for:

(a) The interview?                                                                                                  (b) To perform the duties of the job as you presently understand them?

       FORMCHECKBOX 
 Yes (Explain)                                                           FORMCHECKBOX 
No                            FORMCHECKBOX 
Yes (Explain)                                                                                FORMCHECKBOX 
No




	Education                  Circle highest grade completed:  8 9 10 11 12                          College: 1 2 3 4               Graduate School:   1 2 3 4

	Name of School
	Location
	Degree/Diploma
	Major
	Minor

	High School (GED)
	
	
	
	

	College/University
	
	
	
	

	Graduate School


	
	
	
	

	Are you attending school now?
	List courses/ training programs you have completed that relate to this job:



	List equipment you are capable of operating:


	Certificates and licenses:



	List software for which you have a working knowledge:



	What special qualifications, skills, experience (special projects), interests would you bring to this position?




	REFERENCES

	Name/Title:


	Name/Title:

	Organization:


	Organization:

	Telephone Number:


	Telephone Number:

	Relationship:


	Relationship:


	Dates (Mo/Yr)
	Total  Yrs/Mo
	Organization name and address
	Position Title

	From


	To
	
	
	

	Salary
	No. of hrs/week
	
	Your Immediate Supervisor

	
	
	
	

	Reason for leaving:


	Telephone Number

	Duties/Details:



	


	Dates (Mo/Yr)
	Total  Yrs/Mo
	Organization name and address
	Position Title

	From


	To
	
	
	

	Salary
	No. of hrs/week
	
	Your Immediate Supervisor

	
	
	
	

	Reason for leaving:


	Telephone Number

	Duties/Details:



	


	Dates (Mo/Yr)
	Total  Yrs/Mo
	Organization name and address
	Position Title

	From


	To
	
	
	

	Salary
	No. of hrs/week
	
	Your Immediate Supervisor

	
	
	
	

	Reason for leaving:


	Telephone Number

	Duties/Details:



	


	Dates (Mo/Yr)
	Total  Yrs/Mo
	Organization name and address
	Position Title

	From


	To
	
	
	

	Salary
	No. of hrs/week
	
	Your Immediate Supervisor

	
	
	
	

	Reason for leaving:


	Telephone Number

	Duties/Details:



	


Are you presently employed? 

May we contact your employer? 

May we contact your former employer(s)?



All individuals who are offered a position at the University of San Diego must present documents proving both identity and legal right to work in the United States.

I hereby certify that all statements on this application are true and complete to the best of my knowledge and belief.  If employed, I understand      that any falsification of this record or failure to disclose fully the information requested may be considered cause for termination.

Signature








Date
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