Knox College

Knox College is committed to equal opportunity employment, and dedicated to a policy of non-discrimination in employment. Knox College does not discriminate on the basis of sex, gender identity or expression, race, color, creed, national or ethnic origin, sexual orientation or affectional preference, age, marital status, disability or other irrelevant factors.

APPLICATION of EMPLOYMENT

Personal Data
	Name:

	Date:

	Present Address:


	Phone Number where you can be contacted:


	Position Applied For:


	[bookmark: Check27]Full-time only:       |_|             

	[bookmark: Check28]Part-time only:   |_|

	[bookmark: Check29]Full-time or Part-time:  |_|


	[bookmark: Check30][bookmark: Check31]Are you legally authorized to work in the U.S.?  |_| yes |_| no

	Available start date:



How Did You Hear About This Position?
	
[bookmark: Check22]|_| Knox Website 

|_| Other Website _________________________________________________________________________________                                                               

[bookmark: Check24]|_| Newspaper/Publication (name) _____________________________________________________________________

|_| Other Source (specify)



Personal Information
	Were you ever employed at Knox College?
Dates of Employment: ________________________
	Department:


	[bookmark: Check1][bookmark: Check2]Are any members of your immediate family employed here?   |_|  yes |_| no          If yes, please give name and department 



	
[bookmark: Check3][bookmark: Check4]Do you have a valid driver’s license?  |_| yes  |_| no

	[bookmark: Check5][bookmark: Check6]Have you ever been convicted of a felony?    |_| yes |_| no                 If yes, please give details:

  

	[bookmark: Check7][bookmark: Check8]Are you required to register as a sex offender in any jurisdiction?  |_| yes  |_| no            If yes, please explain:





Education
	Type of School

       
	Name and Location
	Did you Graduate?
	Area of Study
	Diploma or Degree Received

	High School


	
	[bookmark: Check18][bookmark: Check19]|_| Yes   |_| No
	
	

	College/
University

	
	[bookmark: Check20]|_|Yes 
[bookmark: Check21]|_|No
	
	




Other Relevant Training
	Please list any other educational experience (special courses, technical training, seminars, ect.):



	License or Certificates:


	[bookmark: Check9][bookmark: Check10]Do you type?  |_| yes |_| no       Approximate speed: ________ wpm


	Describe any computer skills or experience you have and what software you have used:



	List special skills or experience which you think might be useful to the college:






Employment Record
(Please indicate if you had a different name when you worked for another employer)
	Present (or most recent) Employer:



	Address:

	Phone Number:


	Position Held:
	Date Employed:


	Ending Salary:

	Date Left:

	Reason for Leaving:___________________________________________________________________________________________________



	Supervisor’s Name and Title:


	Describe Duties of Your Job:


	[bookmark: Check12][bookmark: Check13]May We Contact This Employer?  |_| yes |_| no




	Past Employer:


	Address:

	Phone Number:


	Position Held:
	Date Employed:


	Ending Salary:

	Date Left:

	Reason for Leaving:


	Supervisor’s Name and Title:


	Describe Duties of Your Job:



	[bookmark: Check14][bookmark: Check15]May We Contact This Employer?  |_| yes |_| no




	Past Employer:


	Address:

	Phone Number:


	Position Held:
	Date Employed:


	Ending Salary:

	Date Left:

	Reason for Leaving:


	Supervisor’s Name and Title:


	Describe Duties of Your Job:



	[bookmark: Check16][bookmark: Check17]May We Contact This Employer?  |_| yes |_| no





Summarize any additional experience or information that you feel would be helpful.
	









Give three references (not relatives or former employers) who have known you for at least five years.			 
	Name:

Address:

Phone:

Occupation:


	Name:

Address:

Phone:

Occupation:


	Name:

Address

Phone:

Occupation:




Affidavit: I certify that the answers given by me to the foregoing questions and statements are true and complete. I agree that Knox College shall not be liable in any respect if my employment is terminated because of any misrepresentation on this application.  Unless otherwise indicated, I authorize Knox College to make inquiries to the persons, companies and schools named in any documents I provide as application material regarding my employment and qualifications. I also authorize Knox College to do a criminal background check.  I understand that employment at Knox College is at will and that either I or Knox may terminate my employment with or without cause and with or without notice. 

Signature: _________________________________     Date: ________________



February 2009


