
Kelly Services

EMPLOYMENT APPLICATION

Office, Call Center, Education, Marketing, Electronic Assembly, Light Industrial


Contact Information  (Please print. Do not complete the shaded areas.)

Primary Job Code
Job Code
Job Code
Job Code
Job Code
Job Code

Social Security No.
Candidate Type
Recruiting Source/Note
Last Hire Step










  Subcontractor

  Prospect       Surplus Skill



Professional Title 

(e.g., CPA, MD, PhD)

          
Last Name

          
First Name

          
Initial

          
Preferred Name (Nickname)

          

Other Name Used (e.g., Maiden name or alias)

          
Dates Other Name Used (mm/yyyy)

From            /             To            /           
Telephone No. 

(          )           
Ext.            
Telephone Type

  Cellular
  Fax
  Home

  Pager
  Voice Mail
  Work

Alternate Telephone No. 

(          )           
Ext.            
Telephone Type

  Cellular
  Fax
  Home

  Pager
  Voice Mail
  Work
Telephone Notes
E-mail Type and Address

  Business      Personal

          

In case of emergency, notify:

Name           
Telephone No. 

(          )           
Ext.            
Telephone Type

  Cellular
  Fax
  Home

  Pager
  Voice Mail
  Work

Address (List all addresses for the past 10 years.  Please print.  If you need more space, please ask a Kelly staff member for additional paper.)

1.
  Current Address
  Paycheck Address 
2.
  Paycheck Address
  Previous Address
3.
Previous Address

Address
Apt./Box No.

          
          
Address
Apt./Box No.

          
          
Address
Apt./Box No.

          
          

City

          
City

          
City

          

County

          
County

          
County

          

State

          
Postal Code

          
State

          
Postal Code

          
State

          
Postal Code

          

From  (mm/yyyy)
To  (mm/yyyy)


           /           
           /           
From  (mm/yyyy)
To  (mm/yyyy)


           /           
           /           
From  (mm/yyyy)
To  (mm/yyyy)


           /           
           /           

Indicate the area/cross streets near your address

          

Education

Education Level  (Check only one [highest level achieved])
Discipline
Status

  High School (No Diploma)

  High School (Diploma/GED)

  Diploma Program  

  Trade School

  Vocational School
  Business School 

  College/University (No Degree)

  Associate’s Degree

  Bachelor’s Degree

  Master’s Degree
  Doctor of Philosophy (PhD)

  Doctorate/Other Professional Degree

  Juris Doctor (Law) 

  Post-Doctorate

  Other:           
  Arts

  Business

  Education

  Engineering

  Health/Medical
  Information Technology

  Law 

  Science

  Social Science

  Other:           
  Completed

  In Progress

  Not Pursuing

Completion Date  (Post High School only)

(mm/dd/yyyy)

           /            /           
School Name/Institution (For level achieved above) and Location (City, State, Country)

          

Level Verified

  Yes
GPA

          
Course of Study  (Major/Minor)

          
If you are currently pursuing a degree, please provide the type of degree, expected completion date, and school name.
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Work Experience  (List last employer first. Please complete even if a résumé is attached.)
Résumé      Electronic     Paper     None

1.  Employer

          
1.  Employer

          
1.  Employer

          

Job Title

          
Job Title

          
Job Title

          

Is employer a staffing company?    Yes       No

If yes, at what company(s) were you assigned?

(List most recent/significant positions)

          
Is employer a staffing company?    Yes       No

If yes, at what company(s) were you assigned?

(List most recent/significant positions)

          
Is employer a staffing company?    Yes       No

If yes, at what company(s) were you assigned?

(List most recent/significant positions)

          

Pay Rate/Salary

$           
Per           
Pay Rate/Salary

$           
Per           
Pay Rate/Salary

$           
Per           

Start  (mm/yyyy)
End  (mm/yyyy)


           /           
           /           
Start  (mm/yyyy)
End  (mm/yyyy)


           /           
           /           
Start  (mm/yyyy)
End  (mm/yyyy)


           /           
           /           

Supervisor

          
Supervisor

          
Supervisor

          

Address
Apt./Box No.

          
          
Address
Apt./Box No.

          
          
Address
Apt./Box No.

          
          

City

          
State

          
Postal Code

          
City

          
State

          
Postal Code

          
City

          
State

          
Postal Code

          

Telephone No.

(          )
Ext.           
Telephone No.

(          )
Ext.           
Telephone No.

(          )
Ext.           

Job Duties

          
Job Duties

          
Job Duties

          

Reason for Leaving

          
Reason for Leaving

          
Reason for Leaving

          

Verified Date 

(mm/dd/yyyy)

/      /
Verified With
Verified Note
Verified Date 

(mm/dd/yyyy)

/      /
Verified By
Verified Note
Verified Date 

(mm/dd/yyyy)

/      /
Verified By
Verified Note

Industries  (Check the industries in which you have worked, including the number of years.)

  Accommodation/Food Services

  Administrative and Support

  Agriculture/Forest/Fish/Hunt

  Arts/Entertainment/Recreation

  Construction

  Educational Services
No. Years

          
          
          
          
          
          
  Finance and Insurance 

  Health Care/Social Assistance

  Information

  Manufacturing

  Mining

  Other Services
No. Years

          
          
          
          
          
          
  Professional/Technical Services

  Public Administration (government)

  Real Estate

  Retail Trade 

  Transportation/Warehousing

  Utilities

  Wholesale Trade
No. Years

          
          
          
          
          
          
          

  Specialty/Subindustry:           

Check the box if you have experience and would like positions using these skills/equipment.

Call Center Skills (Category)

Special Expertise (Type)

COLCRE
  Collections/Credit
MARRES
  Market Research
TELMAR
  Telemarketing

CUSSER
  Customer Service
QUAASS
  Quality Assurance
TRADEV
  Training/Development

HELPDE
  Help Desk
SALES
  Sales
OTEXP
  Other Expertise:           

MANSUP
  Management/Supervision
TEALEA
  Team Leading



Marketing Skills (Category)

Special Expertise (Type)

CASHIE
  Cashiering
MERCH
  Merchandising
STOHAN
  Stock Handling

COMSHO
  Comparison Shopping
PLANOG
  Planograms (Read)
SURCON
  Surveys (Conduct)

CUSSER
  Customer Service
PRODEM
  Product Demonstrations/Sampling
TRADEV
  Training/Development

DISASS
  Displays (Assembly)
RETAIL
  Retail
TRASHO
  Trade Shows/Seminars

INVENT
  Inventory
SAMAAD
  Sales/Marketing/Advertising
OTEXP
  Other Expertise:           

MARRES
  Market Research
SERVIN
  Serving (Banquets/Restaurants)



Office Skills (Category)

Special Expertise (Type)

ACCPAY
  Accounts Payable
FINTER
  Financial Terminology
PROREA
  Proofreading

ACCREC
  Accounts Receivable
INSTER
  Insurance Terminology
RECMAN
  Records Management

BANTEL
  Bank Teller
LEGTER
  Legal Terminology
SHOSPE
  Shorthand/Speedwriting

CASHIE
  Cashiering
MEDTER
  Medical Terminology
TRATYP
  Transcription/Dictation

CLAIMS
  Claims 
PAYROL
  Payroll
OTEXP
  Other Expertise:           

COLCRE
  Collections/Credit
PROJMA
  Project Management



Equipment/Tools (Type)

AUDVIS
  Audiovisual Equipment
MICROF
  Microfilm Equipment
SWITCH
  Switchboard

CALCUL
  Calculator (10 Key, Keypad, Handheld)
PHOL10
  Telephones (Less than 10 Lines)
OTEQUI
  Other Equipment:           

MAILRO
  Mailroom Equipment
PHOM10
  Telephones (More than 10 Lines)
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Check the box if you have experience and would like positions using these skills/equipment.

Education Skills (Category) / Teaching Experience

Special Expertise (Type)

TPART
  Art
TPMAT
  Math
TPSOS
  Social Studies

TPBUC
  Business/Computers
TPMUS
  Music
TPSPE
  Special Education

TPENG
  English
TPPHE
  Physical Education
TPVOT
  Vocational/Technical

TPFOL
  Foreign Languages
TPSCI
  Science
TPOTH
  Other Teaching Proficiency:           

TPLMS
  Library/Media
TPSIG
  Signing



Electronic Assembly Skills (Category)

Special Expertise (Type)

ELEASS
  Electronics Assembly
PRIDRA
  Prints and Drawings (Read)
SOLDOT
  Soldering (Other)

INSPEC
  Inspection
QUACON
  Quality Control (QC)
SOLDSM
  Soldering (Surface Mount)

IPCSTA
  IPC Standards
QS9000
  QS9000 Knowledge
SOLDTH
  Soldering (Through Hole)

MATPLA
  Material Planning
QS9001
  QS9001 Knowledge
SUBASS
  Subassembly

OSHA
  OSHA Regulations
SMAPAR
  Small Parts/Components Assembly
OTEXP
  Other Expertise:           

Light Industrial Skills (Category)

Special Expertise (Type)

ASSPAR
  Assemble Parts/Components
INSPEC
  Inspection
QS9000
  QS9000 Knowledge

DRCAVA
  Driving – Car/Van
INVENT
  Inventory
QS9001
  QS9001 Knowledge

DRHETR
  Driving – Truck (Heavy)
JANITO
  Janitorial
QUACON
  Quality Control (QC)

DRLITR
  Driving – Truck (Light)
LAUNDR
  Laundry
SHIREC
  Shipping and Receiving

DROTH
  Driving – Other
MAINOT
  Maintenance (Other)
STOHAN
  Stock Handling

FOOHND
  Food Handling (Prep, Orders, Serving)
OSHA
  OSHA Regulations
SUBASS
  Subassembly

GROKEE
  Groundskeeping
PACKAG
  Packaging
OTEXP
  Other Expertise:           

HAZWAS
  Hazardous Waste
PICPAC
  Pick and Pack



HOUKEE
  Housekeeping
PRIDRA
  Prints and Drawings (Read)



Equipment/Tools (Type)

BINDEQ
  Bindery Equipment
MAILRO
  Mailroom Equipment
PRISHO
  Print Shop Equipment (Repro/Printing)

BRSOEQ
  Brazing/Soldering Equipment
MAINEQ
  Maintenance Equipment
PROBAN
  Production Bank Equipment

FORKLI
  Forklift
MATOEQ
  Manufacturing Tools/Equipment
WELDIN
  Welding Equipment

HATONP
  Handheld Tools (Non-power)
PACKAG
  Packaging Equipment
OTEQUI
  Other Equipment:           

Check the box if you have experience and would like positions using these skills.

(Category: Office)

Computer Skills (Type) / Software

Accounting (Subtype)

ACCPAC
  ACCPAC
PEOSOF
  PeopleSoft
SIMACC
  Simply Accounting

PEACHT
  Peachtree
QUIBOO
  QuickBooks
OTACCT






Communications / E-mail (Subtype)

CCMAIL
  cc:Mail
MICEXC
  Microsoft Exchange
OTCOMM
  Other Communications Software:

          

LOTNOT
  Lotus Notes
MSOUT
  Microsoft Outlook



Data Entry (Subtype)

DE10K
  Keyboard: 10-Key Style
DEDATA
  Keyboard: Data Entry Style
DER10K
  Keyboard: Reverse 10-Key Style

DEALNU
  Data: Alphanumeric
DENUM
  Data: Numeric
DETYPE
  Keyboard: Typewriter Style

Database (Subtype)

ACCESS
  Access 
FOXPRO
  FoxPro
OTDATA
  Other Database Software:           

FILMKR
  FileMaker





Desktop Publishing (Subtype)

MSPUBL
  Microsoft Publisher
QUAXPR
  QuarkXPress
OTDEPU
  Other Desktop Publishing Software:

          

PAGMAK
  PageMaker 





Flowchart (Subtype)

VISIO
  Visio
OTFLOW
  Other Flowchart Software:





Presentation Graphics (Subtype)

CORDRA
  CorelDRAW
FREGRA
  Freelance Graphics
POWPOI
  PowerPoint

CORPRS
  Corel Presentations
HARGRA
  Harvard Graphics
OTPRGR






Project Management (Subtype)

MSPROJ
  Microsoft Project
OTPROJ
  Other Project Management Software:





Spreadsheet (Subtype)

EXCEL
  Excel
LOT123
  Lotus 1-2-3
OTSPSH






Word Processing (Subtype)

AMIPRO
  Ami Pro
WORPER
  WordPerfect
OTWOPR
  Other Word Processing Software:

          

MSWORD
  Microsoft Word
WORPRO
  Word Pro
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Certifications / Other Credentials

Certifications/Other Credentials  (Enter the name of the certification/credential, the state where valid [if appropriate], the certifying agency, and valid dates.)

Name of Credential
State
Certifying Agency
Date Issued (mm/dd/yyyy)
Expiration Date (mm/dd/yyyy)

          
          
          
           /            /           
           /            /           

          
          
          
           /            /           
           /            /           

Security Clearance  (Check the box if you have had a security clearance within the last two years.)

CCG
  Confidential (Contractor Granted)
CCK
  Confidential (Kelly Granted)
TOP
  Top Secret

CGG
  Confidential (Government Granted)
SEC
  Secret


Languages

Foreign Languages  (Enter the language name and check the box to indicate whether you can speak, read, or write the language.)

Language

          
  Speak       Read       Write
Language

          
  Speak       Read       Write

Preferences

Maximum Commute Distance

          
Miles
Maximum Commute Time

          
Minutes
Work Schedule  (Check when you are available to work.)

  Mon. – Fri.     Mon.     Tue.     Wed.     Thu.     Fri.     Sat.     Sun.

Minimum Salary

$           
Per           
Per           
Shift

  First       Second       Third

Minimum Notice Required  (How much notice do you require prior to a position?)

           
  Hours       Days       Weeks
Part-Time Hours

From:           
To:           
Date Available to Start  (mm/dd/yyyy)

           /            /           

Work Type

  Temporary       Temporary-to-Hire       Direct Hire
Seasonal Help  (Available only during vacation and holiday periods.)

  Yes       No
ASAP



Geographic Location  (In which local area(s) do you prefer to work?)

          
Travel  (Are you willing to travel?)

  Yes       No
Transportation  (What type of transportation will you normally use to get to work?)

  Car      Public Transportation      Ride      Other:           


Mailing  (Check if you do not want mailings from Kelly.)



Utah Applicants

Will you accept a position that requires drug testing?

  Yes       No

Relocate  (Are you willing to relocate?)

  Yes       No
Customer Name/Work Location  (If you have a preference to work [or not to work] for a specific customer, list that customer here.)

1.            
  Work For            Not Work For

2.            
  Work For            Not Work For

3.            
  Work For            Not Work For

Kelly Branch Staff Only

Test/Training Name
Rating
Note
Administered Date
Administered By

























I-9 Completed  (mm/dd/yyyy)

/                /
Additional Forms/Videos  

Title
Date

1.  




2.  



Title
Date

3.  




4.  




Emp. Auth. Exp. Date  (mm/dd/yyyy)

/                /



Background Information  (Applicants in Hawaii: Do not complete this section until instructed to do so.) 

When completing this section, do not disclose information regarding convictions that have been judicially sealed, expunged, eradicated, impounded or dismissed. Do not disclose information regarding juvenile court convictions or minor traffic violations. A conviction record does not automatically bar you from employment. All of the job-related circumstances surrounding convictions will be considered.

1. In the last 7 years, have you been convicted of, pled guilty or no contest to, been imprisoned, or been on probation or parole for any felony?


  Yes       No


Applicants in Alaska: Do not disclose information regarding felony convictions that are more than 10 years old.

2. In the last 7 years, have you been convicted of, pled guilty or no contest to, been imprisoned, or on been probation or parole for any misdemeanor?

  Yes       No

Applicants in Alaska: Do not disclose information regarding misdemeanor convictions that are more than 10 years old.

Applicants in California: Do not disclose information regarding marijuana offenses that are more than 2 years old.

Applicants in Georgia: Do not disclose any first offender discharge as described under Georgia Law.

Applicants in Massachusetts: Do not disclose information regarding misdemeanor convictions or completion of any incarceration that is more than 5 years old and first convictions for drunkenness, simple assault, an affray, or disturbing the peace.

Applicants in Nevada: Do not disclose misdemeanor convictions that did not result in imprisonment.

3. Do you currently have charges pending?       Yes       No
4. Are you currently on probation?       Yes       No

Applicants in Massachusetts and Washington: Do not answer question 3.

5. If you answered Yes to any of the questions above, please explain completely:           
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