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Employment Application 

	The City of Sandy Springs is an Equal Opportunity Employer.
The City of Sandy Springs provides equal opportunity to all employees and applicants for employment without regard to race, color, creed, religion, gender, sexual orientation, national origin, age, disability, marital status or status as covered veterans in accordance with applicable federal, state, and local laws.

Instructions: Each question should be answered fully, accurately, and neatly. Applications must be typed and emailed.


	Applicant Information

	Last Name
	     
	First
	     
	M.I.
	  
	Date
	     

	Street Address
	     
	Apartment/Unit #
	     

	City
	     
	State
	     
	ZIP
	     

	Primary Phone
	     
	Alternate Phone
	     
	E-mail Address
	     

	Other name(s) used:
	     
	When names(s) used:
	     

	Are you legally authorized to work in the United States pursuant to Federal and State immigration laws?
	YES   NO  

	The City of Sandy Springs is a registered participant in the federal work authorization program commonly known as E-Verify and uses such program to verify employment eligibility of all employees hired on or after February 27, 2008.  

(Proof of identity and eligibility will be required upon employment.)



	Have you ever been convicted of a felony or entered a plea of guilty to law violation(s) other than a minor traffic violation? (Please note that a “yes” answer will not bar your from consideration for employment.)
	YES   NO  

	If yes,:
	     
	     
	     

	
	When?
	Where?
	For what?

	
	     
	     
	     

	
	When?
	Where?
	For what?

	Are you related to anyone employed or contracted to work at Sandy Springs?
	YES   NO  
	If yes, 
	     
	     

	
	
	
	Name of Employee
	Department

	Referred by:
	     

	Have you ever worked for or applied for work with the City of Sandy Springs?
	Applied?

Worked?
	YES   NO   YES   NO  
	     
	     

	
	
	
	When?
	Department?

	Are you now or do you expect to be in any other business or employment other than indicated on this application? YES   NO  
If yes, attach a separate sheet explaining. 


	position Information

	Position Applied for
	     

	Some positions may require the completion of an additional, supplemental questionnaire. Please refer to job posting.

	Date Available
	     
	Desired Salary
	     

	Employment status desired:
	Full Time  
Part Time 
Seasonal  

	Many jobs at Sandy Springs require overtime. Can you work overtime?
	YES   NO  

	
	
	Many jobs at Sandy Springs require weekend or night shifts. Can you work on the weekend or at night?
	YES   NO  


	Education / Training

	High School or GED
	     

	Address
	     

	Number of Years Completed
	     
	Diploma Received
	     
	Subjects Studied
	     

	College, Vocational or Technical School
	     

	Address
	     

	Number of Years Completed
	     
	Degree/Certificate Received
	     
	Subjects Studied
	     

	Graduate School
	     

	Address
	     

	Number of Years Completed
	     
	Degree/Certificate Received
	     
	Subjects Studied
	     

	What certifications, skills or additional training do you have that relate to the job for which you are applying?

	     

	What machines or equipment training do you have that relate to the job for which you are applying?

	     

	Employment Record

	Company
	     
	Phone
	     

	Address
	     
	Supervisor
	     

	Job Title
	     
	Starting Salary
	$    
	Ending Salary
	$     

	Responsibilities
	     

	From
	     
	To
	     
	Reason for Leaving
	     

	May we contact this employer?
	YES   NO  
	
	
	

	Company
	     
	Phone
	     

	Address
	     
	Supervisor
	     

	Job Title
	     
	Starting Salary
	$     
	Ending Salary
	$     

	Responsibilities
	     

	From
	     
	To
	     
	Reason for Leaving
	     

	Company
	     
	Phone
	     

	Address
	     
	Supervisor
	     

	Job Title
	     
	Starting Salary
	$     
	Ending Salary
	$     

	Responsibilities
	     

	From
	     
	To
	     
	Reason for Leaving
	     


	References

	List below the names of three persons, other than relatives, whom you have known for at least one year, we can use as reference checks, who have knowledge of your work skills, experience and abilities and are qualified to evaluate your capabilities. 

	Full Name
	     
	Relationship
	     

	Company
	     
	Phone
	     

	Address
	     

	Full Name
	     
	Relationship
	     

	Company
	     
	Phone
	     

	Address
	     

	Full Name
	     
	Relationship
	     

	Company
	     
	Phone
	     

	Address
	     


	Disclaimer and Signature

	PLEASE READ EACH STATEMENT CAREFULLY BEFORE SIGNING
I certify that all information provided in this employment application is true and complete. I understand that any false information or omission may disqualify me from further consideration for employment and may result in my dismissal if discovered at a later date.

I authorize the investigation of any or all statements contained in this application through the services of Sandy Springs or an outside agency. I understand that these investigations will include information of public record, which could include DMV records, civil and criminal court records, and other records as may be appropriate. I understand I have a right to make a written request within a reasonable time for the disclosure of the name and address of the reporting agency so that I may obtain a complete disclosure of the nature and scope of the investigation. Previous employment references will also be checked.
I hereby fully waive any rights or claims I have or may have against all current and/or former employers, and their agents, employees, and representatives and damages that may directly or indirectly result from the use, disclosure or release of any information by any person or party, whether such information is favorable or unfavorable to me. I further waive any claim against you and any outside agency utilized by you as a result of any information which is obtained in this investigation.

I understand that if I am extended an offer of employment it may be conditioned upon successfully passing a pre-employment physical examination. I consent to the release of any or all medical information as may be deemed necessary to judge my capability to do the work for which I am applying.

I understand I will be required to successfully pass a drug screening examination. I hereby consent to a pre- and/or post-employment drug screen as a condition of employment, if required.

I understand that should an employment offer be extended to me and accepted that I will fully adhere to the policies, rules and regulations of employment of The City of Sandy Springs.

I UNDERSTAND THAT THIS APPLICATION OR SUBSEQUENT EMPLOYMENT DOES NOT CREATE A CONTRACT OF EMPLOYMENT NOR GUARANTEE EMPLOYMENT FOR ANY DEFINITE PERIOD OF TIME. IF EMPLOYED, I UNDERSTAND THAT I HAVE BEEN HIRED AT THE WILL OF THE EMPLOYER AND MY EMPLOYMENT MAY BE TERMINATED AT ANY TIME, WITH OR WITHOUT CAUSE AND WITH OR WITHOUT NOTICE.

I have read, understand, and by my signature consent to these statements. I also understand that applications submitted electronically, via e-mail or similar media, are not valid unless I enter my name in the signature field below and such action shall constitute an electronic signature and, by this means, I am declaring all information submitted is true and correct, just as though my signature were placed on this application to verify same.  

	Signature
	     
	Date
	     

	This application for employment will remain active for one year and be retained for a period of two years.

	submitting your application

	Please make sure that you verify all information is complete and accurate prior to submitting to the Human Resource Department. Once you have submitted a resume and application, we will contact you if we wish to schedule an interview. Please do not call/email the hiring manager or HR to request an update. 

	FOR HUMAN RESOURCES DEPARTMENT USE ONLY

	Date Received:
	
	Expiration Date:
	
	Verified by:
	

	Employed? 
	YES   NO  
	Employment Date:
	
	Interviewed by:
	


	explanation / comments:

	



Please Note: Completion of this form is voluntary
Completion of the form is entirely voluntary. Whatever your decision, it will not be considered in the hiring process or thereafter. Any information that you do provide will be recorded and maintained in a confidential file.

U.S. Equal Employment Opportunity/Affirmative Action Information

Individuals seeking employment are considered without regards to race, color, religion, national origin, age, sex, marital status, ancestry, physical or mental disability, veteran status, or sexual orientation. You are being given the opportunity to provide the following information in order to help us comply with federal and state Equal Employment Opportunity/Affirmative Action record keeping, reporting, and other legal requirements.


Gender:

 Male

 Female

 Declined to self-identify

Ethnicity / Race:


Hispanic or Latino - A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin regardless of race.


White (Not Hispanic or Latino) - A person having origins in any of the original peoples of Europe, the Middle East, or North Africa. 


Black or African American (Not Hispanic or Latino) - A person having origins in any of the black racial groups of Africa. 


NativeHawaiian or Other Pacific Islander (Not Hispanic or Latino) - A person having origins in any of the peoples of Hawaii, Guam, Samoa, or other Pacific Islands. 


Asian (Not Hispanic or Latino) - A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian Subcontinent, including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam. 


American Indian or Alaska Native (Not Hispanic or Latino) - A person having origins in any of the original peoples of North and South America (including Central America), and who maintains tribal affiliation or community attachment. 


Two or More Races (Not Hispanic or Latino) - All persons who identify with more than one of the above five races. 


Declined to Self-Identify 

Veteran Status:


Veteran


Recently Separated Veteran


Armed Forces Service Medal Veteran


Other Protected Veteran


Not a Veteran


Declined to Self-Identify
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