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When applying for a job at New Horizons please have the following documents/information with you:

· Resume: with your current work experience and additional qualifications.

· Application (filled out completely)
· Current address
· Experience

· (2) Professional references
· If internal:
· (1) internal reference and 
· (1) professional reference; must be current employer as it relates to the field

· Copy of diploma-degrees listed on application.

· Copy of trainings or other applicable information.

· Copy of valid driver’s license and a (3) year driving record.

· Do you have reliable transportation?  ________________________________________________

· Have you ever worked in the Human Services field or any other related field? 

· Please describe previous experience in detail. _________________________________________
_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

· Is the location a feasible distance for you to be commuting to and from the job? __________________
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Applicant Information
	How did you hear about us?
	□  Website/Internet Site Posting
	□  Friend/Employee/Referral
	
	
	□Other 

	Full Name:
	
	
	
	Date:
	 

	
	Last
	First
	M.I.
	
	

	Address:
	
	

	
	
	Apartment/Unit #

	
	
	
	

	
	City
	State
	ZIP Code



	Phone:
	
	Email  
	



	Date Available:
	
	
	 
	Desired Salary::
	



	Position Applied for:
	  



	Are you a citizen of the United States?
	YES
[bookmark: Check3]|_|
	NO
[bookmark: Check4]|_|
	                    If not, are you authorized to work in the U.S.?
	YES
|_|
	NO
|_|



	Have you ever worked for this company?
	YES
|_|
	NO
|_|
	If yes, when?
	 



Education
	High School:
	
	Address:
	



	From:
	
	To:
	
	Did you graduate?
	YES
|_|
	NO
|_|
	Diploma::
	



	College:
	
	Address:
	



	From:
	
	To:
	
	Did you graduate?
	YES
|_|
	NO
|_|
	Degree:
	



	Other:
	
	Address:
	



	From:
	
	To:
	
	Did you graduate?
	YES
|_|
	NO
|_|
	Degree:
	


References
[image: Green Line]Please list three professional references.
	Full Name:
	
	Relationship:
	

	Company:
	
	Phone:
	

	Address:
	

	Full Name:
	
	Relationship:
	

	Company:
	
	Phone:
	

	Address:
	

	Full Name:
	
	Relationship:
	

	Company:
	
	Phone:
	

	
	

	Address:
	

	
	



	Company:
	
	Phone:
	

	Address:
	
	Supervisor:
	



	Job Title:
	
	Starting Salary:
	$
	Ending Salary:
	$



	Responsibilities:
	



	From:
	
	To:
	
	Reason for Leaving:
	



	May we contact your previous supervisor for a reference?
	YES
|_|
	NO
|_|
	

	
	
	
	

	
	
	
	

	Company:
	
	Phone:
	

	Address:
	
	Supervisor:
	



	Job Title:
	
	Starting Salary:
	$
	Ending Salary:
	$



	Responsibilities:
	



	From:
	
	To:
	
	Reason for Leaving:
	



	May we contact your previous supervisor for a reference?
	YES
|_|
	NO
|_|
	

	Company:
	
	Phone:
	

	Address:
	
	Supervisor:
	



	Job Title:
	
	Starting Salary:
	$
	Ending Salary:
	$



	Responsibilities:
	



	From:
	
	To:
	
	Reason for Leaving:
	

	May we contact your previous supervisor for a reference?
	YES
|_|
	NO
|_|
	


Military Service
	Branch:
	
	From:
	
	To:
	



	Rank at Discharge:
	
	Type of Discharge:
	

	If other than honorable, explain:
	


Disclaimer and Signature
[image: Green Line]I certify that my answers are true and complete to the best of my knowledge. If this application leads to employment, I understand that false or misleading information in my application or interview may result in my release.
	Signature:
	
	Date:
	


Additional Information
	Please check any Developmental Disabilities Administration (DDA) trainings completed:

	
	Course
	 
	Date Completed
	
	

	 
	□  CPR/First Aid
	
	
	
	

	
	□  Medication Certification Training
	
	
	
	

	
	□  OSHA Blood Borne Pathogens Training
	
	
	
	

	
	□  DDA Training (Please List)
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	□  Behavioral Principles & Strategies (BPS 1-4)
	
	
	
	

	
	□  Valid Driver’s License    State:   _________ Expiration Date: ____________
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Acknowledgement and Signature Page
If you have any questions regarding the following statements, please ask them of an employment interviewer before signing the application

[image: Green Line].This Agency is an equal opportunity employer and does not discriminate in hiring or employment practices on the basis of race, color, religion, age, sex, national origin, ancestry, disability, marital status, or status within any other group protected by applicable federal, state and local nondiscrimination laws.  No questions on this application are intended to secure information to be used for such discrimination.

*This Section is Optional
*Please answer the following questions: 
  Mark the box that applies:

Are you Hispanic or not?	 Yes, Hispanic		 No, not Hispanic		 Prefer not to answer

Please select Nationality/ Origin:
 White		 Black, African American		 American Indian or Alaska Native		 Asian

 Two or more: (please list) _______________________________________________________________________________________________

 Prefer not to answer


By signing your name below, you acknowledge and certify:
· That all statements made by me on this application are true and complete to the best of my knowledge.
· That I have withheld that would affect this application unfavorably.
· That any offer I may receive from the Agency is contingent upon my successful completion to the Agency’s total pre-employment screening process.
· That I understand that misrepresentation or omissions may be cause for rejection, or may be cause for subsequent dismissal if I am hired.
I also understand that nothing contained in this application or in the interview process I intended to create an employment contract between the Agency and myself.  Should this application result in my employment, it will be an at-will relationship.  I have a right to terminate my employment at any time and for any reason and the Agency retains the same right.  I agree to conform to the rules and regulations of the Agency.  I further understand that no representative of the Agency other than the Executive Director of the Agency has any authority to enter into any agreement with me for any specified period of time or to guarantee some other personnel move or benefit.  I also understand that any such agreement shall not be enforceable unless it is in writing and signed by me and the Executive Director.
I understand that past employers/educational institutions and/or the military will be contracted for references and I authorize any such organization to provide the requested information.  I further release an forever-discharge the Agency, its agents, its employees, and the individuals and companies contracted by this Agency as part of its inquiring nature whatsoever arising from the Agency’s inquiries and investigation of any credentials and information in connection with my application.
I understand screening tests for alcohol and illegal drug use may be required during my employment with this Agency.
I further understand this entire statement applies to the period prior to, or after, I may be employed.  I hereby acknowledge that I have read and understand each of the above statements.  I authorize release of information about me to this agency.

_______________________________________________		
_______________________________________________		____________________
Signature of Applicant						Date



_______________________________________________
PRINT NAME of Applicant	
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