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Request for Applicants Form
To help ensure that we find the best applicants for you, please provide as much information as possible. If you need assistance or would like to make changes to your job listing, call WorkSource at: 

Submit form via fax to:	Submit form via email to: 

Business information	Today’s date:        	 Posting start date:      		
[bookmark: Text23][bookmark: Text31][bookmark: Text30]Company name:      	 UBI number:      	  FEIN#:      	
Contact name & title:      	 Fax:      		
[bookmark: Text22]Address:      	   City/State:      	 Zip:      	   
[bookmark: Text21]Phone:      	 Email:      	 # of employees:      	 
Web site:      	     
Public transportation:  	|_| Yes or |_| No     	Route/Line #?      	

Job title/description/duties (Please attach a formal job description, or complete description below.) 
[bookmark: Check1]Job title:      	 Number of openings:             Union: Yes |_|  or  No |_|
Job site address (if different from above):      	
Description: (primary functions and key responsibilities of the job – example: installs, performs etc.) 
	     



Job requirements

Education:      	 Months experience:    In what field?      	
License/Certification/Permit:      	
Valid state driver's license: Is driving a primary function of the job? Yes |_| or No |_|  If yes, will a company or personal vehicle be used?  Company |_| Personal |_|
[bookmark: Text13]CDL endorsements:      	  Class(es):      		 
Clerical skills needed:      		
[bookmark: Text19][bookmark: Text34]Tools required:      	 Lifting capacity:     lbs. Frequency:      
Conditions of Pre-Employment:  Drug Test        Criminal Background Check       Other      





Preferred qualifications (optional)
Veterans’ Preference: Yes |_| No |_|
Additional preferences:
	     



Hours/Days/Schedule
Duration of job: Full-time       Part-time: (Min\max hours).       Seasonal (Weeks/Months?)      	 
[bookmark: Text29]Temporary (Weeks/Months?)       	  Work hours:      					
Work days: 	|_| Sunday	|_| Monday 	|_| Tuesday 	|_| Wednesday |_| Thursday 	|_| Friday 	|_| Saturday
Work shifts:	|_| Days   	|_| Swing 	|_| Graveyard 	|_| Split 	|_| Rotating 	|_| On-call 	|_| 24-7 	
										

Salary/Wages/Benefits 
(Note: Wage information is required to post your job. All jobs must guarantee minimum wage.)
Minimum pay       Maximum pay        Per:  |_| Hour   |_| Week   |_| Month   |_|Year |_| DOE
Additional: Tips       	Bonus Mileage       (¢ per mile      ) Other:      	
Benefits: 	|_| 401(k) 	|_| Accidental death & disability	|_| Childcare	|_| Dental	
	|_| Education assistance 	|_| Stock-purchase plan 	|_| Health 	|_| Paid holidays 	|_| Life insurance  	|_| Long-term disability 	|_| Profit sharing	|_| Retirement	
	|_| Sick leave 	|_| Short-term disability  	|_| Vacation	|_| Vision  	
	|_| Other:      		

[bookmark: Text20]Closing Date/Deadline to Apply:      
How to Apply (choose best option)
Method of application:
|_| WorkSource application  |_| Employer application  |_| Résumé  |_| Résumé & Cover letter  
[bookmark: Text27]|_| Online application web address:      		
Applicant should: 	
|_| Apply at WorkSource 	|_| Go to business 	|_| Call business 	|_| Fax résumé /app 		
[bookmark: Text32]|_| Email Résumé/app 	|_| Mail résumé /app 	|_| Apply on website 	|_| References (# of):      			

Additional:
Please notify us when you have filled your position with the name and start date of the person(s) hired, so we can keep your records updated.


For office use only: 	
WorkSource Business Services staff should:
|_| Fax 	   |_| Hold 	 |_| Hand deliver    |_| Mail     |_| Email to/for business
WorkSource is an equal opportunity partnership of organizations that provide employment and training services. Auxiliary aids and services are available upon request to people with disabilities.
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