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For Office Use Only

VICTOR VALLEY COMMUNITY COLLEGE DISTRICT

Office of Human Resources, 18422 Bear Valley Road, Victorville, CA 92395-5850 • (760) 245-4271, ext. 2486

www.vvc.edu
CLASSIFIED EMPLOYMENT APPLICATION

The application process is a test of your ability to understand and follow written instructions as provided on the application and the vacancy announcement. Failure to follow these instructions will result in the disqualification of your application. You must complete all sections of this application. Only submit items requested in the vacancy announcement. Other items will be removed.

Notify the Office of Human Resources if you need any special accommodation throughout the selection process.

Application for the position of 

















Name 
























(Last)





(First)





(Middle)

Mailing Address  







  City 



  State 
  Zip Code  




Telephone Numbers:  Home (       )



  Business (
     )



  E-mail  





(Please notify the Office of Human Resources if you change your address or phone number)

•
Do you have a CALIFORNIA DRIVER’S LICENSE?  Yes ___ 
  No ___     
• Are you at least 18 years of age?  Yes ___  
No ___


EDUCATION

· Do you have a high school diploma or GED certificate?  Yes ___  
 
No ___

College/Trade School:  (List most recent school first)

Name of School 







  Location 








  

Degree Conferred and Major 






  or Number of Units Completed 





Name of School 







  Location 








  
Degree Conferred and Major 






  or Number of Units Completed 





EXPERIENCE: Provide all requested information. Incomplete applications will not be considered. List your experience for at least the past ten years,  detailing duties related to the position for which you are now applying. For more space, attach additional sheets using the format below.


EMPLOYERS: List current or most recent employer first.





  
   Position Information:

Name 













   Title 






Address 












   Dates Employed _____/_____ to _____/_____

















          Month        Year                  Month        Year

City, State, Zip 







  Telephone (       )


   Average Hours Per Week ________________
Supervisor’s Name & Title 





  Telephone (       )


   Total Time Employed__________   _________

 
















         Years                           Months

Duties 





















Reason for leaving 



















Name 













   Title 






Address 












   Dates Employed _____/_____ to _____/_____

















           Month       Year                  Month        Year

City, State, Zip 







  Telephone (       )


   Average Hours Per Week ________________
Supervisor’s Name & Title 





  Telephone (       )


   Total Time Employed__________   _________

 
















         Years                           Months

Duties 





















Reason for leaving 



















Name 













   Title 






Address 












   Dates Employed _____/_____ to _____/_____

















          Month        Year                 Month        Year

City, State, Zip 







  Telephone (       )


   Average Hours Per Week ________________
Supervisor’s Name & Title 





  Telephone (       )


   Total Time Employed __________   ________

 
















         Years                           Months

Duties 





















Reason for leaving 


















Name 













   Title 







Address 












   Dates Employed _____/_____ to _____/_____

















          Month       Year                  Month        Year

City, State, Zip 







  Telephone (       )


   Average Hours Per Week ________________
Supervisor’s Name & Title 





  Telephone (       )


   Total Time Employed__________   _________

 
















         Years                           Months

Duties 





















Reason for leaving 



















Name 













   Title 






Address 












   Dates Employed _____/_____ to _____/_____

















           Month        Year                 Month        Year

City, State, Zip 







  Telephone (       )


   Average Hours Per Week ________________
Supervisor’s Name & Title 





  Telephone (       )


   Total Time Employed__________   _________

 
















         Years                           Months

Duties 





















Reason for leaving 



















Name 













   Title 







Address 












   Dates Employed _____/_____ to _____/_____

















          Month        Year                 Month        Year

City, State, Zip 







  Telephone (       )


   Average Hours Per Week ________________
Supervisor’s Name & Title 





  Telephone (       )


   Total Time Employed __________   ________

 
















         Years                           Months

Duties 





















Reason for leaving 



















Inquiry may be made of your current and former employers regarding your performance record.

ADDITIONAL QUALIFICATIONS: List special skills and/or experience (including operation of office machines, etc.) pertaining to this position.

Languages 






Speak:  some   well   fluent
 Read:  some   well   fluent 
Write:  some   well   fluent
Clerical/Secretarial/Office Skills:

Present Typing Speed (WPM) 


     Present Shorthand Speed (WPM)  


     

Word Processing System(s)/Software used: 
















Computer System(s) used: 



















EMPLOYMENT REFERENCES: Give three references (do not include relatives) – listing persons who are qualified to answer questions regarding your current/former employment and/or your qualifications for the position you seek.

Name 







Title 





Telephone (      )                                            


Associated Company 







 
City, State 








Name 







Title 





Telephone (      )                                            


Associated Company 







 
City, State 








Name 







Title 





Telephone (      )                                            


Associated Company 







 
City, State 
























List the name(s) of anyone employed by this District to whom you are related by blood or law: ___________________________/____________________________














Name(s)



Relationship(s)

· Have you ever been convicted of a felony?   No ___
Yes ___    If YES, provide explanation on separate sheet of paper.

· Have you ever been convicted of a misdemeanor?   No ___
Yes ___    If YES, provide explanation on separate sheet of paper. 

NOTE:  A conviction will not necessarily disqualify an applicant from consideration.

· Have you ever been dismissed from a position for cause?  No ___   Yes ___    If YES, provide explanation on separate sheet of paper.


By my signature below, I declare all of the following:

1) The information provided on this application is true and it is understood that misrepresentation of fact shall be justification for dismissal.

2) I authorize the District to contact employers and references and I release from all liability persons and organizations reporting information required by this application.

3) I declare that I have read the entire job announcement and application for the position listed on the front of this application. I hereby certify that I meet the minimum qualifications for this position. I understand that I will be subject to dismissal if this certification is found to be untrue.

4) I can provide proof I am currently eligible to work in the United States.

SIGNATURE OF APPLICANT 










DATE 






AN EQUAL OPPORTUNITY EMPLOYER

Victor Valley College prohibits sexual harassment and assures that all employees will enjoy equal opportunity regardless of race, color, religion, marital status, sex, sexual orientation, national origin, age, disability, or status as a veteran. Employment acceptance or rejection shall be based on job-related qualifications. An incomplete application will disqualify an applicant, even if a resume has been submitted.

12/2006


