PLUM BOROUGH SCHOOL DISTRICT
900 Elicker Road
Plum, Pennsylvania 15239
Phone: (412) 795-0100

Final consideration of this application will be completed upon receipt of the Applicant’s
Criminal History required by Act 34, FBI Fingerprinting Clearance as required by Act 114 and the PA Child Abuse Clearance required by Act 151.

An Equal Opportunity Employer


APPLICATION FOR CLASSIFIED EMPLOYEES
(Please Print In Ink or Type)
________________________________________________________________________________________________



Date ____________________________________	         



________________________________________________________________________________________________
		Last					First				Middle


PRESENT ADDRESS:

Street ____________________________________     City _________________________________________________

State ___________________________________   Zip Code ____________  Phone (Area Code) ________________

PREFERRED ASSIGNMENT:

Secretary ______   Aide ______   Bus Driver ______   Custodian ______    Food Service Worker ______   Other ______
		     (Specify Type)

Social Security Number ________________________________   When are you available for assignment ____________
													       (Date)
TYPE OF ASSIGNMENT:   Full Time Work __________________   Day-to-Day Substitute ________________________


SCHOLASTIC RECORD:

	Name of School
or Institution
	Address
	Dates
    From                   To                           
  Mo.     Yr.      Mo.     Yr.
	Course of Study
Degrees or Credits Earned

	High School

	
	

	
	
	
	

	College or University

	
	
	
	
	
	

	Business

	
	
	
	
	
	

	Trade School

	
	
	
	
	
	



If you attended college, what was your major?  _________________________________________________________

CERTIFICATIONS AND LICENSURES: _____________________________________________________

HONORS AND ACTIVITIES: (Completion of this section is optional.)

College and/or Community Activities ___________________________________________________________________


MILITARY RECORD: (List only service in the U.S. Armed Services)

Rank When Discharged ____________________________   Type of Discharge ________________________________
										(Honorable, Medical, Etc.)
Date of Discharge _________________________________
		              (Month)           (Day)             (Year)

Air Force ______     Army ______     Coast Guard ______     Marines ______     Navy ______     Other______

National Guard ______    Reserves ______    Military Occupational Specialty ______

A dishonorable or general discharge is not a absolute bar to employment.

EMPLOYMENT RECORD: (List most recent employer first)

Name of Employer _______________________________    Address _________________________________________

Phone (Area Code) _________________ Dates of Employment ______________________Position Held ____________

State briefly your reason for leaving ____________________________________________________________________

________________________________________________________________________________________________

Name of Employer _______________________________    Address _________________________________________

Phone (Area Code) _________________ Dates of Employment ______________________Position Held ____________

State briefly your reason for leaving ____________________________________________________________________

________________________________________________________________________________________________

Name of Employer _______________________________    Address _________________________________________

Phone (Area Code) _________________ Dates of Employment ______________________Position Held ____________

State briefly your reason for leaving ____________________________________________________________________

________________________________________________________________________________________________

APPLICATION DATA: (Please limit your response to the space provided for each question.)

1.  If you are applying for a SECRETARIAL POSITION, please answer the following questions:

a) How many words per minute to you type? ________

b) How many words per minute shorthand can you take? __________

c) Have you had any computer/word processing training? ______________________________________________

d) What computer software package(s) are you familiar with?____________________________________________

e) What office machines can you operate? __________________________________________________________

f) Have you had training and/or experience in payroll work? __________    If “yes”  please describe. ____________ 

_____________________________________________________________________________________________

g) Have you had training and/or experience in purchasing, invoicing, or buying? _______________    If “yes” please

describe.__________________________________________________________________________________





2.  If you are applying for an PARAPROFESSIONAL POSITION, please answer the following questions:

a) Have you done volunteer work of any kind?  ________ If “yes” please describe briefly. _______________________

____________________________________________________________________________________________

b) Can you type?  ________  If “yes” how many words per minute? _________________

c) Please indicate the type of paraprofessional position you prefer.

1. Bus Aide __________				5.  Special Education Paraprofessional__________
2. Personal Care Paraprofessional __________	6.  Other __________               
3. Library Paraprofessional__________		
4. Staff Nurse __________				

d) With what age children would you prefer to work? __________

3.  If applying for a CUSTODIAN POSITION, please answer the following questions:

a) Do you hold a valid Pennsylvania Operator’s License? _______________________

b) Do you have experience with minor plumbing work? ________________  If “yes” please describe briefly.__________

________________________________________________________________________________________________

c) Do you have experience with minor electrical work?  _______________  If “yes” please describe briefly.  __________

_________________________________________________________________________________________________

d) What other maintenance skills do you possess that would add to your ability as a school custodian?  _____________

      ______________________________________________________________________________________________

4.  If applying for a FOOD SERVICE POSITON, do you have any experience or training in the preparation of food or 

      serving of food?  ________   If “yes” please explain. ____________________________________________________

      ______________________________________________________________________________________________

5.  If applying for a BUS DRIVER POSITION, please answer the following questions:

a) Operator’s license number _______________________________

b) School bus operator certificate ___________________________

c) CDL classification _______________________

6.  Have you previously applied for a position with the Plum Borough School District? ______ If “yes” when did you 

       apply? _______________________________________________________________________________________


7.  Will you at your own expense give one day of an orientation meeting prior to beginning active employment? _______

8.  Add in the space below any information which you believe will assist in a valid estimation of your qualifications.
     
        _____________________________________________________________________________________________

        _____________________________________________________________________________________________




REFERENCES:  Note – List two references that would be able to evaluate your ability in terms of the position for which you are applying.  Also, list two character references.  Note – Failure on the part of the applicant to follow the foregoing procedures will result in the present application being rejected. 



WORK REFERENCES

	Name
	Position
	Address
	Phone
	Company/Organization


	
1.
	
	
	
	

	
2.
	
	
	
	



CHARACTER REFERENCES

	Name

	Position
	Address
	Phone
	Company/Organization

	
1.
	
	
	
	

	
2.
	
	
	
	



MISCELLANEOUS

Have you ever been convicted of any felony, misdemeanor, or summary offense other than minor traffic violations, involving faulty equipment, parking, hand or traffic signals or speeding?  YES ______   NO ______ If you answered “yes” above, attach a statement giving full explanation, including dates, places, charges and disposition as applicable.  Failure to disclose convictions may disqualify you from employment or subject you to dismissal from employment with the Plum Borough School District.  A conviction will not necessarily disqualify you from the job for which you have applied.

NOTE:

This application shall be reviewed and considered only after all official college, business, and/or trade school transcripts have been received.

Upon receipt of this application and the requested accompanying data all information compiled on an applicant shall become the sole and exclusive property of the Plum Borough School District.

No questions contained in this application are designed to secure racial, religious or other discriminating information.  Applicants who believe that a question requires an answer of a racial, religious or other discriminating nature may choose not to answer the specific questions.

I declare that the information in this application is true and complete to the best of my knowledge, and I authorize investigation of all statements herein recorded.  I release from all liability persons and organizations reporting information required by this application.  If I am elected and accept employment, I agree to salary placement in accordance with the official policies of the Plum Borough School District.  I understand that I may be subject to dismissal if any statement in this application is found to be untrue.




Applicant’s Signature ________________________________________  Date __________________________________



NONDISCRIMINATION POLICY

The Plum Borough School District is an equal opportunity education institution and will not discriminate on the basis of race, color, national origin, sex, ancestry, religion, handicap or other legally protected classifications in its activities, programs or employment practices as required by Title VI, Title VIII,  Title IX and Section 504 or any other applicable federal or state statute.
