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Full Name________________________________________________________


Last



First


Middle

Position Applied For:_____________________  Date:_____________________
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Address:_________________________________________________________


Street



City

State

Zip

Phone (Home):__________________________  Phone (Alt.)_______________
Email Address_____________________________________________________
Date you can start:_________________________________________________

Are you 18 years or older?     Yes             No  
Are you eligible to work in the US?     Yes             No  

Visa Type​​​​​​​​​​​______________________________ INS No____________________
Do you have a valid driver’s license?    Yes             No  
Have you ever been convicted of a felony or misdemeanor?  Yes           No

If “yes,” please state citation, date, and place where offense occurred.
Are you able, with or without reasonable accommodation, to perform and fulfill all of the essential duties and requirements of the job for which you are applying?  Yes          No 

Do you have any relatives employed by the Portland District Library? Yes        No  
If “yes,” please give name and relation to you:___________________________
Basic Information


	
	Name & Location of School
	No. of Years Attended
	Degree, Certificate, or Diploma
	Subject/Major

	High School
	
	
	
	

	College or University
	
	
	
	

	College or University
	
	
	
	

	College or University
	
	
	
	

	Business or Vocational School or Specialized Training
	
	
	
	


List languages other than English which you can speak, read, or write fluently.
_______________________Speak          Read          Write  

_______________________Speak          Read          Write  


Please list your work experience below starting with your most recent employment and working backwards.  Provide a detailed description of regularly assigned ongoing duties for each job.  Attach additional sheets if necessary.  You may also attach a resume; however, this section must be completed in its entirety.  Referring to attached resume is not sufficient.  
	Mo./Yr. to Mo./Yr.
	Employer’s Name
	Job Title
	Hours / week

	Street Address
	City/State
	Salary (per hour, week, month, or year)

	Supervisor
	Supervisor’s Title
	Phone

	Reason for leaving:

	Okay to contact?  Yes          No

	Duties/Responsibilities:


	Mo./Yr. to Mo./Yr.
	Employer’s Name
	Job Title
	Hours / week

	Street Address
	City/State
	Salary (per hour, week, month, or year)

	Supervisor
	Supervisor’s Title
	Phone

	Reason for leaving:

	Okay to contact?  Yes          No

	Duties/Responsibilities:


	Mo./Yr. to Mo./Yr.
	Employer’s Name
	Job Title
	Hours / week

	Street Address
	City/State
	Salary (per hour, week, month, or year)

	Supervisor
	Supervisor’s Title
	Phone

	Reason for leaving:

	Okay to contact?  Yes          No

	Duties/Responsibilities:


	Mo./Yr. to Mo./Yr.
	Employer’s Name
	Job Title
	Hours / week

	Street Address
	City/State
	Salary (per hour, week, month, or year)

	Supervisor
	Supervisor’s Title
	Phone

	Reason for leaving:

	Okay to contact?  Yes          No

	Duties/Responsibilities:


Provide any additional information such as special skills, computer knowledge, training, management experience, or other qualifications you feel will be helpful to us in considering your application:

Employment Record
	Please list three individuals not related to you, whom you have known for at least one year in an employment-related capacity.

	Name
	Address & Telephone
	Relationship
	Years Acquainted

	
	
	
	

	
	
	
	

	
	
	
	



Portland District Library


Application for Employment


Equal Opportunity Employer


517-647-6981


Fax 517-647-2738


334 Kent Street


Portland, MI  48875





http://pdl.michlibrary.org





Please read all instructions carefully and complete all sections of application completely and accurately.  Completing an application does not imply that you will be interviewed or hired, only that you will be given full consideration in competition with other applicants for a vacancy.  All applications will be kept on file for one year.  Offers of employment will be contingent on satisfactorily passing a drug test and background check.  
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Education





Languages





     





     





     





     





     





     





Employment Record
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Professional References





Please read the following statement carefully before signing to indicate your understanding:





I affirm that the information provided in this application (and accompanying documents, if any) is true and complete to the best of my knowledge.  I understand that falsified statements, misrepresentations or omissions—oral or written—may disqualify me from further consideration of employment and may result in discipline or dismissal if discovered at a later date.





I authorize the Portland District Library to investigate all statements made in this application, including records of any former employers, police departments, and other references concerning me.  I authorize all references and sources (and the company) to release this information without liability for damage incurred in giving it.  I waive any written notice of the release of these records that may be required by state or federal law.





I agree to submit to fingerprinting, drug testing, and a background check prior to any employment at the Portland District Library, and I authorize the library to perform these security checks.  





I understand and agree that, if hired, my employment status is at-will.  Therefore, my employment is for no definite period; and may be terminated with or without cause at any time, with or without notice.  








____________________________  	______________________________________


Date						Signature








