Arkansas State University Newport
Staff Application for Employment

Position Applying For: Vacancy No.

Arkansas State University Newport is an Equal Opportunity, Affirmative Action employer. We consider applicants for all
positions without regard to race, color, religion, creed, gender, national origin, age, disability, marital, or veteran status,
sexual orientation or any other legally protected status.

* An Application For Employment must be completed to apply for any vacant staff position. In addition, a
résumé may be attached. A separate application must be submitted for each position.

* Type or print in blue or black ink.

* If youare a person with a disability and need accommodation(s) in the application process, please notify the
Human Resources Department of your requirements.

Personal Information [ R e

Name:

Social Security Number: - —

Address: City State Zip

Telephone: Alternate phone/ contact:

General Information

Areyouundertheageof 187 dYes [No Ifyes, please give birthdate:

Have you been previously employed by ASU? QdYes WNo Ifyes,givedatesand departments:

Do you have any relatives employed by ASU? QdYes [No Ifyes, give name and department:

Do you have a valid Arkansas Drivers License? WYes JNo Commercial Drivers License? dYes 1 No
Areyou a UScitizen? QYes 1 No
Are you legally eligible for employment in the US? WdYes [ No

Have you been convicted of a felony within thelast 7 years? dYes [ONo If yes, please explain

Recruitment Information-—————

How did you learn of this position?

1 Web Posting O AR Web Site O The Jonesboro Sun

U Job Line 1 Professional Journal U The Democrat-Gazette

U Bulletin Board U Employment Security d The Commercial Appeal

1 ASU Employee Q1 Career Fair/School Posting U Other Newspaper/Publication

d Other
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Education & Training

Circle last year of formal education completed:

12345678910 11 12 College1l 2 3 4 5 Graduate School1 2 3 4 Other1 2 3 4
Name & Address Course of Study Years Diploma/ Year Graduated
Completed Degree
High School
College

Graduate School

Other (Specify)

Please list any relevant licensure or certifications you hold:

Skills Inventory -~ ]

Please check the box of those skills you feel you are proficient in.

Computer Software:
WordPerfect 5.1/6.0
WordPerfect 7.0/8.0
Microsoft Word
Access

Powerpoint

Desk Top Publishing
Graphics

Excel

Lotus 123
HRS/FRS/SIS

Web Page Design
Internet

Data Base

Other

Ll oo dooCcodo

Information Systems:

id Data Base Management
J Main Frame Operation

W Desk Top Support

Q Operating Systems

0 Programming Languages
1 Systems Analysis

0 Systems Programming

[ Local Area Networks

General Office:

[ Fax Machine

Copier

Ten Key Calculator
General Data Entry

Filing

Typewriter

Budgeting

Bookkeeping

Dictaphone

Typing WPM
Switchboard

Supervisor of pt / students
Supervisor of 1-3 full-time
Supervisor of >4 full-time

[N Ny I Ny Ny Ny Ay Ny M N Ay W Oy

Communications:

Sign Language

Foreign Language
Photography

Audio Visual Equipment
Printing Press

Editing / Proofing

Radio Dispatch Operation
Other

oo oo oo

Skilled Trades:

Wy Ry Ny Iy Ty O Gy Ly Gy Sy

Shop Equipment

Concrete Work

Welding

Boiler Operation

Roofing

Painting

Sheet Metal Fabrication

Fork Lift

Heavy Equipment Operation
Engine Maintenance/Repair
HVAC Maintenance/Repair
Electrical Maintenance/Repair
Plumbing Maintenance/ Repair
Blueprints / Schematics

Other:

I I Ny N I i

Floor Buffer

Cash Register
Pesticide Application
Child Care

Food Preparation
Livestock Management
Greenhouse Operation
Landscape Production




Work History

Must be completed even if résumé is attached. List most recent employer first. Include volunteer and military service.
Account for at least the past 10 years including periods of unemployment and unpaid work experience. Include relevant
experience and prior ASU experience more than 10 years old. If additional space is needed, please attach additional pages.

Employer Dates Employed Title
Address Work Performed
Telephone Hourly Rate/Annual Salary
Supervisor May we contact? Start Final Reason For Leaving
JYes dNo
$ $
Employer Dates Employed Title
Address Work Performed
Telephone Hourly Rate/ Annual Salary
Supervisor May we contact? Start Final Reason For Leaving
QdYes O No
$ $
Employer Dates Employed Title
Address Work Performed
Telephone Hourly Rate/ Annual Salary
Supervisor May we contact? Start Final Reason For Leaving
dYes UNo
$ $
Employer Dates Employed Title
Address Work Performed
Telephone Hourly Rate/ Annual Salary
Supervisor May we contact? Start Final Reason For Leaving
dYes dNo 3 $

Professional References

Please do not include relatives.

Name Address Telephone Relationship




A&%jsu Arkansas State University

ARKANSAS STATE Voluntary Affirmative Action Data

UNIVERSITY
NEWPORT

Completion of this form is voluntary: Arkansas State University is an Equal Opportunity, Affirmative Action
employer. We consider all applicants for all positions without regard to race, color, religion, creed, gender,
national origin, age, disability, marital or veteran status, sexual orientation or any other legally protected status.
We also comply with all applicable laws governing employment practices and do not discriminate on the basis
of any unlawful criteria.

This information is used in an effort to comply with required record keeping and to ensure that our recruitment
efforts reach all segments of the population. This information will not be considered with your application and
will remain in a separate, confidential file.

Again, this information is provided on a voluntary basis. Not providing this information will not affect your
application with ASU. Thank you for your assistance.

Applicant Name:

Position Applied For: Date:

From what source did you learn of this vacancy?

Affirmative Action

Gender:
' O Male [0 Female

Equal Employment Opportunity Identification Group:

O White (not of Hispanic origin)

O Black (not of Hispanic origin)

O Hispanic (Mexican, Puerto Rican, Cuban, Central/South American, or other Spanish origin)
0O Asian/Pacific Islander

0 American Indian/Alaskan native

Questions regarding ASU'’s equal opportunity/affirmative action policy should be addressed to -
the Human Resources Department, 7648 Victory Blvd., Newport, AR 72112.
Telephone: (870) 512-7800. Thank you.



DEPARTMENT OF HUMAN RESOURCES
_ A~7

CONSENE YORM ARKANSAS STATE
CONSUMER REPORT AND/OR CRIMINAL BACKGROUND CHECK Lﬂ\lm
Instructions to Applicants 7648 m:;’ ::l';
As part of the applicant screening process, Arkansas State University — Newport plans to obtain a Mg
Consumer Report and/or Criminal Background Check. Such reports may be obtained from the e
Arkansas State Police and/or from any other Consumer Reporting Agency. Under the Fair Credit R ——
Reporting Act and related state laws, Arkansas State University — Newport cannot request any
information from the Arkansas State Police and/or from any other Consumer Reporting Agency without Fax:
the individual’s written consent. As a result, you are requested to fill out and sign this consent form and 870-512-7888
return it to the Arkansas State University — Newport Department of Human Resources. -

Consent to Release Criminal Background Data and/or Consumer Report Data
As a condition for employment, Arkansas State University — Newport has requested access to my
Consumer Report Data including but not limited to my Criminal Background Data. By signing

below, I authorize the Arkansas State Police, and all other Consumer Reporting Agencies,
to release to Arkansas State University — Newport any information from my files that
legally can be disclosed to consumer reports to employers under the Fair Credit

Reporting Act and related state laws.

I acknowledge that I have received “A Summary of Your Rights Under the Fair Credit Reporting Act”.

The contact person for Arkansas State University — Newport is:
Bettye Davis
Department of Human Resources
Arkansas State University — Newport
7648 Victory Blvd.
Newport, AR 72112

Signature of Applicant o N

For identification purposes, applicants should PRINT the following information:

First Name: Middle Name Maiden Name Last Name

Other Names Used

Date of Birth: State of Birth: Male or Female:
Month/Day/Year

Soc. Sec. Num: Driver’s License # & State

Street Address:

City, State, and Zip Code:




Para informacion en espanol, visite www.ftc.gov/credit o escribe a la FTC

Consumer Response Center, Room 130-A 600 Pennsylvania Ave. N.W., Washington,
D.C. 20580.

7A SUMMARY OF YOUR RIGHTS UNDER THE FAIR CREDIT REPORTING ACT

The federal Fair Credit Reporting Act (FCRA) promotes the accuracy, fairness,
and privacy of information in the files of consumer reporting agencies. There
are many types of consumer reporting agencies, including credit bureaus and
specialty agencies (such as agencies that sell information about check writing
histories, medical records, and rental history records). Here is a summary of
your major rights under the FCRA. For more information, including information
about additional rights, goto www.ftc.gov/credit or write to: Consumer Response
Center, Room 130-A, Federal Trade Commission, 600 Pennsylvania Ave. N.W.,
Washington, D.C.

20580.

e You must be told if information in your file has been used against you.
Anyone who uses a credit report or another type of consumer report to deny your
application for credit, insurance or employment - or to take another adverse
action against you - must tell you, and must give you the name, address, and
phone number of the agency that provided the information.

¢ You have the right to know what is in your file. You may request and

obtain all the information about you in the files of a consumer reporting agency
(your “file disclosure”). You will be required to provide proper identification,
which may include your Social Security number. In many cases, the disclosure
will be free. You are entitled to a free file disclosure if:

1. a person has taken adverse action against you because of information in

your credit report;
2. you are the victim of identify theft and place a fraud alert in your
file;

3. your file contains inaccurate information as a result of fraud;

4., you are on public assistance;

5. you are unemployed but expect to apply for employment within 60 days.
In addition, by September 2005 all consumers will be entitled to one free
disclosure every 12 months upon request from each nationwide credit bureau and
from nationwide specialty consumer reporting agencies. See www.ftc.gov/credit
for additional information.

e You have the right to ask for a credit score. Credit scores are

numerical summaries of your credit-worthiness based on information from credit
bureaus. You may request a credit score from consumer reporting agencies that
create scores or distribute scores used in residential real property loans, but
you will have to pay for it. In some mortgage transactions, you will
receive credit score information for free from the mortgage lender.

¢ You have the right to dispute incomplete or inaccurate information. If
you identify information in your file that is incomplete or inaccurate, and
report it to the consumer reporting agency, the agency must investigate unless

your dispute is frivolous. See www.ftc.gov/credit for an explanation of dispute
procedures. :

Consumer reporting agencies must correct or delete inaccurate,
incomplete, or unverifiable information. Inaccurate, incomplete or unverifiable



information must be removed or corrected, usually within 30 days. However, a
consumer reporting agency may continue to report information it has verified as
accurate.

e Consumer reporting agencies may not report outdated negative information
In most cases, a consumer reporting agency may not report negative information
that is more than seven years old, or bankruptcies that are more than 10 years
old.

e Access to your file is limited. A consumer reporting agency may provide
information about you only to people with a valid need -- usually to consider an
application with a creditor, insurer, employer, landlord, or other business. The
FCRA specifies those with a valid need for access.

¢ You must give your consent for reports to be provided to employers. A
consumer reporting agency may not give out information about you to your
employer, or a potential employer, without your written consent given to the
employer. Written consent generally is not required in the trucking industry.
For more information, go to www.ftc.gov/credit.

¢ You may limit “prescreened” offers of credit and insurance you get based
on information in your credit report. Unsolicited “prescreened” offers for
credit and insurance must include a toll-free phone number you can call if
you choose to remove your name and address from the lists these offers are
based on. You may opt-out with the nationwide credit bureaus at 1-888-5-
OPTOUT (1-888-567-8688).

® You may seek damages from violators. If a consumer reporting agency, or,
in some cases, a user of consumer reports or a furnisher of information to a
consumer reporting agency violates the FCRA, you may be able to sue in state or
federal court.

e Identity theft victims and active duty military personnel have additional
rights. For more information, visit www.ftc.gov/credit. States may enforce the
FCRA, and many states have their own consumer reporting laws. In some cases, you
may have more rights under state law. For more information, contact your state

or local consumer protection agency or your state Attorney General. Federal
enforcers are:

Type of Business Contact

Consumer reporting agencies, creditors and others not listed below | Federal Trade Commission: Consumer Response Center - FCRA
Washington, DC 20580 1-877-382-4357

National banks, federal branches/agencies of foreign banks(word Office of the Comptroller of the Currency

"National" or initials "N.A" appear in or after bank's name) Compliance Management, Mall Stop 6-6
Washington, DC 20219 800-613-6743

Federal Reserve System member banks (except national banks, and Federal Reserve Board

federal branches/agencies of foreign banks) Division of Consumer & Community Affairs
' Washington, DC 20551 202-452-3693

Savings associations and federally chartered savings banks (word Office of Thrift Supervision

"Federal or initials "F.S.B." appear in federal institution's name) Consumer Complaints
Washington, DC 20552 800-842-6929

Federal credit unions (words"Federal Credit Union" appear in National Credit Union Administration

institution's name) 1775 Duke Street
Alexandria, VA 22314 703-519-4600

State-chartered banks that are not members of the Federal Reserve Federal Deposit Insurance Corporation

System Consumer Response Center, 2345 Grand Avenue, Suite 100
Kansas City, Missouri 64108-2638 1-877-275-3342

Air, surface, or rail common carriers regulated by former Civil Department of Transportation, Office of Financial Management

Aeronautics Board of Interstate Commerce Commission Washington, DC 20590 202-355-1306









