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Jefferson Public Library

           200 West Lincoln Way

             Jefferson, IA 50129

Application for Employment

PLEASE PRINT IN INK 





Date:  _______________
Position(s) applying for:    __________Custodian_______________________________ 
PLEASE NOTE:  If there is not a job opening at the Library at the time you complete and return this application, it is your responsibility to inform the Library Director in writing that you are interested in having your application considered when there is an advertised job opening at the Library. Your completed application and resume will be kept on file at the Library for 90 days.
CONTACT INFORMATION
Name:  __________________________________________________________________    

                   

  (Last)                       

  (First)                     

(Middle)

Address:  ________________________________________________________________    

                                  (# & St.)                  

Address:  _______________________________________    Phone:  _________________
                                  (City, State)               (Zip)

Email address:  __________________________________

Date available for employment:  ________________________      

Circle the weekdays you are available:      Mon     Tues    Wed    Thurs    Fri    Sat

Check hours you are available:  morning ___  afternoon ___ evening ___  Saturday ____

Are there any specific times that you cannot work?

EDUCATION AND TRAINING
Are you currently a full-time student?   Yes ⁭  No ⁭ 
Age (only if under age 18)  ____
Circle highest grade completed:

6  7   8   9  10  11  12    College:  1  2  3  4  +    

Do you have a high school diploma or equivalent?       Yes ⁭  No ⁭
PREVIOUS WORK, VOLUNTEER OR PERSONAL EXPERIENCE
Briefly describe your experience with the following:

Custodial duties:
Basic building maintenance & repairs:

Operation of tools and equipment:

Please describe any other technical skills, training or experience that would qualify you for this position:

Please describe any personal qualities, characteristics or interests which you think might be helpful in the job for which you are applying:  

EMPLOYMENT HISTORY
Have you ever been known by any other name(s) that this company will require to verify any of the information on this application?  _____________________________________

Please list all part-time and full-time positions, giving present or most recent position first.  Include self-employment and military service.  Additional sheets may be added if needed.  
Current Employer:  ___________________________________ 


Starting date:  __________​​​​​​​________________________
Salary______________per_______________

Employer’s Address:_____________________________
Phone:_______________________________

Position: ___________________________   Main Duties:   _____________________________________

_____________________________________________________________________________________

Any promotions received:  _________________________ 
Supervisory responsibilities?  Yes ⁭  No ⁭
May we contact this employer for a reference in regard to your character, work record, qualifications or abilities?  Yes ⁭  No ⁭    If you answer “no” and we need to contact your present employer before we can offer you a job, we will contact you first. 
Previous Employment History:
Dates Worked: from_____________to_____________  
Ending Salary____________per___________

Employer’s Name:_______________________________ 
Supervisor’s Name:_____________________

Employer’s Address:_____________________________
Phone:_______________________________

Position:  __________________________
Main Duties: 
_____________________________________

_____________________________________________________________________________________
Any promotions received:  ________________________
Supervisory responsibilities?  Yes ⁭  No ⁭
Reason for Leaving:____________________________________________________________________
May we contact this employer for a reference?  Yes ⁭  No ⁭

Dates Worked: from_____________to_____________  
Ending Salary____________per___________

Employer’s Name:_____________________________ 
Supervisor’s Name:_____________________

Employer’s Address:___________________________
Phone:_______________________________

Position: ___________________________   Main Duties:   _____________________________________

_____________________________________________________________________________________

Any promotions received:  _________________________ 
Supervisory responsibilities?  Yes ⁭  No ⁭
Reason for Leaving:__________________________________________________________________

May we contact this employer for a reference?  Yes ⁭  No ⁭

Dates Worked: from_____________to_____________  
Ending Salary____________per___________

Employer’s Name:_____________________________ 
Supervisor’s Name:_____________________

Employer’s Address:___________________________
Phone:_______________________________

Position: ___________________________   Main Duties:   _____________________________________

_____________________________________________________________________________________

Any promotions received:  _________________________ 
Supervisory responsibilities?  Yes ⁭  No ⁭
Reason for Leaving:__________________________________________________________________

May we contact this employer for a reference?  Yes ⁭  No ⁭

Employment History continued:

Dates Worked: from_____________to_____________  
Ending Salary____________per___________

Employer’s Name:_____________________________ 
Supervisor’s Name:_____________________

Employer’s Address:___________________________
Phone:_______________________________

Position: ___________________________   Main Duties:   _____________________________________

_____________________________________________________________________________________

Any promotions received:  _________________________ 
Supervisory responsibilities?  Yes ⁭  No ⁭
Reason for Leaving:__________________________________________________________________

May we contact this employer for a reference?  Yes ⁭  No ⁭
Dates Worked: from_____________to_____________  
Ending Salary____________per___________

Employer’s Name:_______________________________ 
Supervisor’s Name:_____________________

Employer’s Address:_____________________________
Phone:_______________________________

Position:  __________________________
Main Duties: 
_____________________________________

_____________________________________________________________________________________
Any promotions received:  ________________________
Supervisory responsibilities?  Yes ⁭  No ⁭
Reason for Leaving:____________________________________________________________________
May we contact this employer for a reference?  Yes ⁭  No ⁭

ADDITIONAL REFERENCES

List two personal references, who are not relatives or former employers, who are familiar with your work habits and character.  (i.e. current or former co-worker, friend, etc.)

Name





City/State



Phone




__________________________ 
_____________________
____________(wk)










         ____________(home)
What is the best time to call?   ___ morning 

___afternoon

___evening

What is your association with this person?  ________________________________
____

Name





City/State



Phone




__________________________ 
_____________________
____________(wk)










         ____________(home)
What is the best time to call?   ___ morning 

___afternoon

___evening

What is your association with this person? ______________________________________

OTHER

If required for the job for which you are applying, do you have 


Yes ⁭  No ⁭
a valid driver’s license?
Has your driver’s license been suspended or revoked during the past year?
Yes ⁭  No ⁭
If yes, please explain:  _____________________________________________________

Are you legally eligible to work in the United States?  



Yes ⁭  No ⁭
Proof of citizenship or immigration status will be required upon employment.

Have you ever been discharged or asked to resign from employment?  

Yes ⁭  No ⁭
Have you ever been convicted of a felony related to the job you are 

Yes ⁭  No ⁭
applying for?

Are you a U.S. Veteran, member of the Reserves or National Guard?

Yes ⁭  No ⁭
If selected for employment are you willing to submit to a background check?
 Yes ⁭  No ⁭
Please read the job description thoroughly.  Is there any reason why you would be unable to perform the essential functions of the job for which you are applying?   
Yes ⁭  No ⁭
If yes, please explain:  _____________________________________________________

This application must be fully completed and signed to be considered for employment at the Jefferson Public Library.  You may attach a resume to your completed application.

CERTIFICATE OF APPLICANT
I certify that all statements made in this application are true and complete to the best of my knowledge.  I understand that intentional false statements made on this application will eliminate me from further consideration for employment or will be grounds for dismissal.  I authorize the City of Jefferson and all employers previously authorized in this application to conduct or participate in any investigation of my personal background, work history and policy record as may be necessary to verify the information provided in my employment application and to determine my fitness to hold the position for which I have applied.

I understand that if I am hired, I will be expected to comply with the requirements of the Immigration Reform and Control Act of 1986 by providing verification of identity and employment eligibility per provisions of the Act.

Signature:    __________________________________
   Date:  __________________

The Jefferson Public Library is a department of the City of Jefferson, 
an Equal Opportunity/Affirmative Action Employer
