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REFERENCE POLICY

It is the policy of Contact 1 Inc. to obtain a minimum of 3 work references and to verify dates, salary and position title. We will also verify college degree status. Please alert your consultant if you are uncertain of the accuracy of any of the information requested on your application or resume.
	FOR OFFICE USE ONLY
Date:__________      Consultant:__________

Position _____________   Category _______

	LAST NAME:      
	MAIDEN:      
	FIRST:      
	M.I.      

	ADDRESS:      
	CITY:      
	STATE:      
	ZIP:      

	Email:      
	Salary Requirements:

	Home Phone:      
	Cell Phone:      
	Current Salary:      

	Work Phone:      
	Other Phone:      
	Minimum Required Salary:      

	MILITARY BRANCH:     
From:       To      
	US Citizen?   FORMCHECKBOX 
Yes  FORMCHECKBOX 
 No
	Sec. Clearance Level:      

	ARE YOU ABLE TO COMMIT TO A FULL-TIME, PERMANENT POSITION FOR A MINIMUM OF ONE YEAR?   FORMCHECKBOX 
Yes     FORMCHECKBOX 
 No

If no, please explain:      

	Do you have any scheduled time off in the next year?       
	Outside Interests and Organizations:       

	Education:   FORMCHECKBOX 
HS Diploma   FORMCHECKBOX 
Some College   FORMCHECKBOX 
College Degree            FORMCHECKBOX 
Graduate Degree       Can you provide transcripts?   FORMCHECKBOX 
No   FORMCHECKBOX 
Yes

	Date of Birth (for degree verification): 


	Emergency Contact (name and number):


	EMPLOYMENT HISTORY

	PRESENT/LAST POSITION
	PREVIOUS POSITION
	PREVIOUS POSITION

	Dates Employed: FROM         TO       
	Dates Employed: FROM         TO      
	Dates Employed: FROM         TO      

	Company Name:       
	Company Name:       
	Company Name:       

	Address:       
	Address:       
	Address:       

	Phone No:           No. Hours/ Week:       
	Phone No:           No. Hours/ Week:       
	Phone No:           No. Hours/ Week:       

	Supervisor’s Name:       
Supervisor’s Title:       
May We Call for Reference:   FORMCHECKBOX 
No   FORMCHECKBOX 
Yes
	Supervisor’s Name:       
Supervisor’s Title:       
May We Call for Reference:   FORMCHECKBOX 
No   FORMCHECKBOX 
Yes
	Supervisor’s Name:       
Supervisor’s Title:       
May We Call for Reference:   FORMCHECKBOX 
No   FORMCHECKBOX 
Yes

	Your Title:       
	Your Title:       
	Your Title:       

	Ending Salary:          Starting Salary:      
	Ending Salary:          Starting Salary:      
	Ending Salary:          Starting Salary:      

	Overtime$          Next Raise       
	Overtime$          Next Raise       
	Overtime$          Next Raise       

	JOB DUTIES/RESPONSIBILITIES:       
	JOB DUTIES/RESPONSIBILITIES:       
	JOB DUTIES/RESPONSIBILITIES:       

	Were you referred to this position by an agency?   FORMCHECKBOX 
No    FORMCHECKBOX 
Yes
	Were you referred to this position by an agency?   FORMCHECKBOX 
No    FORMCHECKBOX 
Yes
	Were you referred to this position by an agency?   FORMCHECKBOX 
No    FORMCHECKBOX 
Yes

	Software Used:       
	Software Used:       
	Software Used:       

	No. People in Company:       
No. People You Supervised:       
	No. People in Company:       
No. People You Supervised:       
	No. People in Company:       
No. People You Supervised:       

	Type of Business:       
	Type of Business:       
	Type of Business:       

	Reason for Leaving:       
	Reason for Leaving:       
	Reason for Leaving:       

	Spoken Languages:
	Software You Know
	Years Used
	Software You Know
	Years Used

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	To avoid duplicating your job search efforts, please list below companies you have already contacted on your own or through other sources:  
     

	Are you waiting on any job offers?      
If Yes, When will you hear?       
	Are you expecting any counter offers from your present employer?

 FORMCHECKBOX 
 No     FORMCHECKBOX 
Yes

	How were you referred to Contact 1?   FORMCHECKBOX 
Washingtonpostjobs.com    FORMCHECKBOX 
Craigslist     FORMCHECKBOX 
Referred by a Person:         FORMCHECKBOX 
Referred by other:       

	PLEASE READ CAREFULLY

It is our policy to make referrals of employment candidates to employers based upon merit only. Our selection process is not influenced by race, sex, religion, color, age, national origin, physical handicaps or medical conditions. I agree to the policy of conducting a background reference check of my personal and occupational history and understand that under the Fair Credit Reporting Act I have the right to a disclosure of the nature and substance of any background investigation. As part of this investigation, I give Contact 1 Inc. permission to obtain education degree verification and to conduct a criminal background check. Completion of this application and any referrals that result from its submission does not constitute a guarantee of employment. I hereby certify that the facts set forth in the above employment application are true and complete to the best of my knowledge.  I understand that falsified statements on this application will prevent Contact 1 Inc. from referring me to any potential employers.  

MAY WE CONTACT YOUR PRESENT EMPLOYER?      FORMCHECKBOX 
NO     FORMCHECKBOX 
YES      FORMCHECKBOX 
NOT CURRENTLY WORKING

Date:                Signature:  ___________________________________________________________________________________












