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1000 E. Montgomery Street

Sparta, WI  54656

608-269-2582
APPLICATION FOR EMPLOYMENT


Instructions for Completing Application


1. Fill out a separate application for each job unless otherwise directed.

2. Print clearly and give complete and accurate information.  If you do not, you may be removed from further consideration.

3. EXPERIENCE SECTION.  Be specific and complete.  

· List your present or most recent jobs first.  Include all job related volunteer and/or unpaid experience in space provided.

· If you attach an additional information sheet(s), include all of the information requested on the application.  i.e. dates of experience, hours per week, etc.

· Your application and attachments become the property of the Boys & Girls Club of Sparta and cannot be returned.

4. SIGN THE APPLICATION.

5. Return the application to the address listed above.

6. Any of the following will result in the application being returned or held until complete information is received.

· Providing no job title or an inaccurate job title under “Position Applying For.”

· Not answering the question on conviction record (page 3).

· Failing to submit the necessary transcripts, copies of licenses or certifications, or other information required in the job announcement.

EDUCATION

School





Location

Major

Graduated
GPA

___________________________________
_______________
__________
___________
_____

High School
___________________________________
_______________
__________
___________
_____

Technical 
___________________________________
_______________
__________
___________
_____

College/University
EMPLOYMENT EXPERIENCE – for additional work experience, enclose additional sheet with application.

Name and Address of Company: _________________________________________________________________

Dates of Employment: ___________________ to ______________________ Last Salary: ___________________

Name of Supervisor: _____________________________________________ Telephone: ____________________

Describe Duties (be specific): ____________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________

Reason for Leaving: ___________________________________________________________________________

May we contact this employer?  
___ Yes
___No
Name and Address of Company: _________________________________________________________________

Dates of Employment: ___________________ to ______________________ Last Salary: ___________________

Name of Supervisor: _____________________________________________ Telephone: ____________________

Describe Duties (be specific): ____________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________

Reason for Leaving: ___________________________________________________________________________

May we contact this employer?  
___ Yes
___No
Name and Address of Company: _________________________________________________________________

Dates of Employment: ___________________ to ______________________ Last Salary: ___________________

Name of Supervisor: _____________________________________________ Telephone: ____________________

Describe Duties (be specific): ____________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________

Reason for Leaving: ___________________________________________________________________________

May we contact this employer?  
___ Yes
___No
Name and Address of Company: _________________________________________________________________

Dates of Employment: ___________________ to ______________________ Last Salary: ___________________

Name of Supervisor: _____________________________________________ Telephone: ____________________

Describe Duties (be specific): ____________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________

Reason for Leaving: ___________________________________________________________________________

May we contact this employer?  
___ Yes
___No
VOLUNTEER/COMMUNITY WORK:  List involvement relative to the position for which you are applying (attach additional sheets if needed).

Name and Address of Company: _________________________________________________________________

Volunteer Dates: ___________________ to ______________________ 

Name of Supervisor: _____________________________________________ Telephone: ____________________

Describe Duties (be specific): ____________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________

Name and Address of Company: _________________________________________________________________

Volunteer Dates: ___________________ to ______________________ 

Name of Supervisor: _____________________________________________ Telephone: ____________________

Describe Duties (be specific): ____________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________

Name and Address of Company: _________________________________________________________________

Volunteer Dates: ___________________ to ______________________ 

Name of Supervisor: _____________________________________________ Telephone: ____________________

Describe Duties (be specific): ____________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________

CERTIFICATES, REGISTRATIONS, LICENSES:  Please list appropriate certificates, registrations, or licenses held pertinent to the position applying for.  Please list words typed per minute, and what software programs you are efficient with.
____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

REFERENCES:  Please list names, addresses and telephone numbers of professional references who are familiar with your work and educational qualifications.

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

NAMES & RELATIVES WORKING FOR THE BOYS & GIRLS CLUB OF SPARTA:

Name






Relationship





_________________________________________
_______________________________


_________________________________________
_______________________________


Have you ever worked for the Boys & Girls Club of Sparta?    ___ Yes
___ No

When__________

ADDITIONAL INFORMATION:

____________________________________________________________________________________________

____________________________________________________________________________________________

ALL PARTICIPANTS MUST COMPLETE THE FOLLOWING QUESTIONS

1. Are you 16 years of age or older?  ___ Yes        ___ No

If not, when is your 16th birthday? ______

If employed and under age 18, can you furnish a work permit? 
___ Yes     ___ No

      2.  
Have you ever been convicted of a violation other than a minor traffic offense?
___ Yes     ___ No

You must report all convictions, past and present.  If it is determined they are not job related; they will not disqualify you.  For more than one conviction, use blank sheets and attach to this application.

If yes, what was your offense? ______________________________ Date of offense __________________

Date of conviction ______________  Length of sentence ______________  Length served _____________

Length of probation/parole? __________________    Date of probation/parole completed ______________ 


If your probation/parole is/was supervised, list probation officer’s name and telephone number:


Name ___________________________________________ Phone Number _________________________

NOTES AND CONDITIONS

Each of the following items becomes part of your application record by your signature.  Be sure to understand these notes and conditions before signing.

1. I voluntarily give the Boys & Girls Club of Sparta the right to make a thorough investigation of my past employment, agree to cooperate in such investigation, and authorize all prior employers to supply such information to the full extent allowed by law.

2. If offered employment I understand that I will be required to follow the personnel policies, department rules and directives.

3. I understand that false or misleading information given in my application or interview(s) may result in disqualification or, in the event of employment, dismissal.  I attest that the information provided in this application is true and correct to the best of my knowledge.

4. The Boys & Girls Club of Sparta reserves the right to change its policies or otherwise alter conditions of employment without notice as they deem appropriate.

I CERTIFY that all statements made on this application are true and correct.  I understand that all information is subject to verification.  I also understand that any falsification will disqualify me from employment or, if already employed, will result in dismissal.  I also understand that is my responsibility to notify the Boys & Girls Club of Sparta, in writing, of any changes made in my address or my telephone number.  My signature AUTHORIZES the Boys & Girls Club of Sparta to secure my driving record (if the position requires driving), transcripts from educational institutions to verify credits/degrees and information needed to complete a criminal background check.  It also authorizes collection of any employment related information deemed necessary from former employers or personal references.

___________________________________________________
_____________________________

Applicant’s Signature






Date

____________________________________________________________________________________


Position Applying For								Alternative Position





Category of Employment (circle): 	Full-time		Part-time		Seasonal





Salary Required _________________________	Date Available ____________________________





Days & Times Available (please list times available):


Monday		Tuesday		Wednesday		Thursday		Friday


____________	_____________	____________	____________	____________





___________________________________________________________________________________ Applicant’s Name (First, MI, Last)						Social Security Number





____________________________________________________________________________________ Complete Address								Home Phone





____________________________________________________________________________________


City				State		Zip Code			Work Phone





OF SPARTA
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