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Application for Office Administrative Assistant
Ohio University Campus Recreation is an Equal Opportunity Employer

General Information

	Name: _________________________________________________________________  Date: ________

                     Last                             First                                                      Middle

Local Address:_________________________________________________________________________________________
                                                                                                                   City                             State                Zip Home Address:______________________________________________________________________________________________
                                                                                                                   City                             State                Zip Local Phone:___________________                                    Home Phone: _(_____)_________________

E-Mail Address:______________________________________ Social Security Number: _______________

Emergency Information

Emergency Contact: ___________________________      Relationship to you: _______________________

Phone Number:__(_____)_______________________      Place of Employment: _____________________




Availability

	Available:             Fall 2013                             Winter Break 2013                        Spring Break 2014                         

                              Summer 2013                      Spring 2014                         
    


Education

	Class Rank:             Freshman               Sophomore                                  Junior                            Senior                             Graduate

College Enrolled: _______________________________ Expected Graduation Date: ___________________

Major(s):_______________________________________Minor(s):___________________________  GPA:______




Relevant Skills/Certifications

	What experiences have you had relevant to this position?  Why are these experiences relevant? _____________________________________________________________________________________________________________
_____________________________________________________________________________________________________________
_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

_____________________________________________________________________________________________________________

Certifications:                     CPR/PR             First Aid                 AED      Etc.___________________________________ 

                          


Employment History

	List Employment below (we may call references on the people you list)

Employer: ______________________ Position/Title: __________________Phone Number: _(___)___________

Address: ________________________   Supervisor: _____________________

From: ____/____/____ To: ____/____/____

Responsiblities:_________________________________________________________________________________________________________________________________________________________________________

Reason for Leaving: ____________________________________________________________________________

Employer: _______________________  Position/Title: ___________________Phone Number:_(___)___________

Address: ________________________   Supervisor:_____________________

From: ____/____/____ To: ____/____/____

Responsibilities:______________________________________________________________________________________________________________________________________________________________________________________________________________

 Reason for Leaving: ____________________________________________________________________________________________



Personal Summary

	Although this position is not a promotion, there is more responsibility.  Please give a short summary on why you feel you should get this position and take on the added responsibility.  (Please attach an additional sheet if needed.)
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




Please describe any relevant skills you have that apply to this position and how you would apply them as an office administrative assistant.  (Please attach an additional sheet if needed.)


______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


____________________________________________________________________________________________________________________________________________________________________________________


____________________________________________________________________________________________











