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Foreword

This job application training package was developed as a part of a com-
prehensive employability assessment and intervention program developed by the
Arkansas Research and Training Center in Vocational Rehabilitation (ARTC-VR)
and funded by the National Institute on Disability and Rehabilitation
Research, It is recommended that this intervention be used in conjunction with
other components of the comprehensive employability program. It is esperially
important that this training be provided on the basis of accurate assessment

data. The package entitled '"Assessment of Juh Application and Employment
Interview Skills for Job Seekers with Dis:ibilities: Assessor's Manual"
(Hinman, Means, Parkerson, & Odendahl, 1988} .as developed for that purpose
and is the companion assessment procedure ::r this package. Tt would be easy

to use in conjunction with this package and it is recommended. Additional
information on this packape and all other products of the ARTC-VR can be
requested from the Director of Training, P. 0. Box 11358, Hot Springs, Arkansas
71902,
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Introduction for the Trainer

Purpose of Training

The Job Application Training (JAT) package prepares participants to make
a favorable impression with their job application form (JAF). Primary areas
addressed in the training are 1) understanding the employer's point of view,
2) using information to create a positive response, 3) delivery considerations
(i.e., neatness, spelling, completeness, etc.) and 4) special consideration
relative to disability presentation. Participants are involved in the scoring
of others' application forms and have numerous opportunities to upgrade their
JAF presentations. As a part of the program, participants assess their related
strengths and deficits, plan activities which will improve their job applica-
tion performance and prepare a personal data sheet. The small group training
is based on a fantasy game and tends to be entertaining for participants.

Although this training program is designed to increase participants' job
application performance, it should be noted that in some respects this program
only creates awareness of skill deficits and, hopefully, leads participants to
set goals for skill development. Many of the skills related to successfully
ccmpleting the JAF are beyond the scope of this training program. Consider the
person who does not write neatly and/or legibly. 1f the person has the
capability of writing neatly and legibly, the program should serve to create
the awareness of the advantages of doing so. But, if the person is 1ncapable
of writing neatly and/or lepibly, it may take significant effort to remediate
these deficits. Similar examples could be given in the areas of literacy
level, completion time, following directions and writing within space
provided. Consequently, you as the instructor must consider the reasonableness
of the instructional objectives relative to preparing the person to
successfully complete the JAF. Completing a JAF without flaw is only one step
toward securing employment. Even with the investment of significant resources
some people would never be able to make a good impression with their JAF.
Therefore, consider more reasonable alternatives when it does not appear
feasible to train the person to successfully complete the .JAF.

Preparing to Serve as Trainer

The trainer's instructions and notes contained in this manual ~c~ vcla-

tively specific. Most professionals experienced in small group inst.. tional
programs will have 1little difficulty in successfully ~onducting tne cyonran
after studying this manual. Although not necessary, it is helofu” ts trend 9
training program designed to prepare trainers in the uze of YRia nespram.
Programs to prepare practitioners to present this program oar. “ailable
througn the Arkansas Research and Training Center in Vocation. ' vehabili-
tation. To receive program information, write the bDirector of Training,

P, 0. Box 1358, Hot Springs, Arkansas 71902.

(lass Size

An ideal class size for most trainers contains nine to thicteen partici-
pants. Fewer than six and more than {ifteen would usually detr- -t from program
sucCCes:s.

y
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Program Leangth

The length of the program will vary in response to a number of factors,
especially the size of the group as some of the reports are individual. With
nine participants, program time is six and one-half to seven hours. A group of
13 participants should be able to complete the program activities in eight
hours if a brisk program pace is maintained.

Triads

Many of the program activities are carried out in triads. You should
attempt to compose the triads to allow for equal skill in conducting and
reporting triad activities. The early part of the program (prior to the com-
position of the triads) usually provides sufficient assessment opportunities
so that you can select the participants with the better verbal and reading
skills to ensure that every triad has a helper in these respects. If formal
assessment data is available to you, I1Q and literacy levels can be used in
selecting triads. Coeducational groups are also preferable.

Selection of Participants

Persons participating in this training should be those with significant
deficits in completing the JAF. If students have demonstrated general compe-
tence in JAF skills with only a specific mistake or two, it would (in most in-
stances) be more economical to simply instruct the student in a brief one-on-
one session. The second major concideration in the selection of trainees is
literacy level. To successfully complete a JAF, it is necessary to have basic
reading and writing shills. Although the program mua, improve specific reading
and writing skills related to JAF performance via practice effect and the
learning of terminology typically associated with JAFs, the program does not
teach participants to read and write. Although a strict cut-off point cannot
be given with confidence, practitioners who have utilized this package ques-
tion the potential of students with less than a sixth-grade reading level to
successfully complete a JAF. But, many students below this tested level with
good learning potential have 1learned to produce good JAFs. The person
selecting program participants should be sensitive to this selection
consideration.

Classroom and Physical Arrangemants

The program should be conducted in a room which will accommodate the
group comfortably. The room should be located where the group will not be dis-
turbc 4. Chairs and sume type of writing surfaces are necessary (lap boards or
books will suffice). Be sure the cuairs can be easily moved so the group can
divide into triads when necessary. All the materials in the following list
should be available prior to the start of the program.

[ ]



Training Materials

* Name tags

* Clock or stopwatch

* Supply of pencils with eraser
* Paper

* Large flip chart and markers
* Tape

*

One set of the handouts series contained in the Appendix of this manual for
one~third the number of participants in the program (i.e., participants will
work with the handouts in triads).

Two copies of the Personal Data Sheet for each participant

Blank JAFs (2 per participant)

Checks in the amount of $10 million made out to each participant

JAT trainer's manual

Program and instructor evaluation forms

* Xk F *

Manual Format

In the following section the guidelines for conducting the program will
be found on the left page. On the right page, notes relative to program
activities are presented. Key words of the guidelines are in bold type to
lessen the need for reading.



Part One

Program Introduction




Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines

Brief Introduction

1. Briefly introduce yourself (name, work role).
2. Introduce the purpose of the JAT program. Make the folliowing points:

a. Almost all employers use JAFs or some sort of screening process.

b. First impressions are made through JAFS; they can determine whether or
not you will be interviewed.

Preparing needed information ahead of time speeds the process of
filling out the JAF and reflects positive traits (e.g., organization,
efficiency, promptness, eagerness).

(]

Activity: Warm-up
|

o« Make the following points:

i 1. As we will be working together, it will be helpful to get to know
each other a little better.

2. To help us get to know each other, ve will all give a description
of our "ideal job" and/or our "ideal spouse" (wife or husband).

* Give participants three minutes to plan this report. Instructor models
bv addressing both job and spouse.
* Fach participant reports.

Introducing the Game

1. Rather than just lecturing about job seeking skills state that you would
like to play a game. Explain that the intent is to apply the training
lessons to a "pretend" situation.

2. To stimulate the group's interest, state that ecach participant will receive
a 510 million check for attending this class.

3. Continue by sugpesiting that if everyone plays the game well, the checks may
he presented at the end of the program.

Activity: Plan for Spending the Money

|

' * Divide the class into the predetermined triads.

! * Allow 10 minutes for triads to discuss and plan what they intend to
| do with their fortunes.

! * Model bv expressing what you would do with your wealth,

| * Ask each participant to report their plans to the group.




Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes

Brief Introduction

1. As the participants enter the training area give each a name tag and
provide a dark magic marker for writing. Have your name tag on. Try to stay
with first names.

2. The brief intrcduction should last no more than one minute. Don't condition
the group to passively listen.

Activity: Warm-up

* Make your report interesting and provide some detail. If you are too
brief and superficial, the participants will do the same.

* This is your first, and an important, opportunity to set a positive
group atmosphere. Facilitate the group to be lively and reinforcing.
After each participant finishes his/her report applaud and prompt group
to applaud.

* 1f a participant is too brief, ask a few questions to help the person
express her/himself.

As the group reports, evaluate the intellectual level and verbal
skills of group members so you can place them in triads which are
comparable.

Introducing the Game

1. Keep the program lively--be as entertaining as you can.
2. Pitch to the group level of intellect.

Activity: Plan for Spending the Money

* Divide the group into triads according to your previous assessment.
You may simply say "You, you and you are exhaulted Group I, please
form here," or count off or whatever method will get them sorted out
into comparable groups.

* 1f you don't have equal groups of three, use some groups of four
rather than two. Again, if you have participants whu are uncomfortable
with speaking in front of the group and/or are too brief, ask a few
pertinent questions.

* Do a good job of modeling.




Activity: Specify Characteristics of Helper

*

Explain that there is a string attached concerning their receipt of
the money.

Each person must hire a personal attendant to assist them in their
affairs and generally serve as their helping hand. Propose that this
assistant could also be a companion as well as a helper.

Instruct the students to develop, within their triads, a list of
general personal characteristics that they would hope to find in
their helper,

Emphasize that at this point they should only be concerned with per-
sonal characteristics (e.g., honest, pleasant behavior), and to
ignore specific occupational skills.

Hand out paper and instruct _hem to make the list.

Allow eight minutes for the triads to list as many characteristics as
possible.

IInobtrusively observe and consult with the triads to ensure that they

clearly understand and are producing general personal characteristics.

In rotation ask the triads to report one characteristic at a time
while you list on a flip chart.




Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes

Activity: Specify Characteristics of Helper

* Be sure that participants understand you want a list of general
personal characteristics and not specific occupational skills like
"flying an airplane." If they give any specific occupational skills
during the report, correct and explain again.

* As the triads report, be very reinforcing by saying "There's a good
one!" or some similar comment.

* Have the group applaud at least a few times throughout the reports.
* An amount of time is specified for each triad activity, but you may
ad just the time as needed. The major considerations are not to let

participants become bored and to keep the program moving.

Instructor's Aid

Some general personal characteristics most employers look for, and
that you would expect the triads to identify, are listed below. To the right
of each characteristic is a question you could ask to prompt its identifica-
tion should the participants fail to identify the trait. It is not necessary
that they identify each characteristic on this list as long as they identify
eight or more acceptable characteristics. Write on the flip chart the
responses that the group generally agrees on as needed characteristics. If the
triads come up with any illegal/discriminatory factors such as race, religion,
national origin, etc., allow it at this point. Display the chart where the
group can refer to it throughout the training.

Characteristic Prompt
1. Honest/ Would you want someone who would steal from you?
bondable/
trustworthy Will you be sharing information with this person that you

would like to keep confidential?

2. Clean/well Would you want to hire someone who had an offensive odor
groomed and/or who seemed unconcerned with his/her outward
appearance”?

How would you expect your assistant to dress’

3, Intelligent Would you need an employee who could not follow basic
instructions or make commonsense judgmenus?

4. Read/write/ Would you want to hire someone whom you could instruct by a
spell note and/or who could sort through your mail for vou?

What level of education would this job regquire?

9
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Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes

5.

10.

11.

Work experi-
ence

. Coansiderate/

nice/
respectful

. Good general

health

. Positive

attitude/
good per-~
sonality

. Dependable

Organized

Loyalty/
devotion

Would you want to hire someone who had not worked before
or could not give an employment reference of any kind?

Since the attendent will be handling a lot of your affairs,
what kind of personality would he/she need to have?

Would you want a grouchy, negative person for this
position?

Would you want to hire someone who talked a lot about
+1llnesses or suggested that they expected to have a lot of
health problems?

Would you want a helper who grumbled and complained every
time you assigned a task?

Would you want to hire someone who would be late for work
or that you could not depend on to be there at all?

Since you'll probably be traveling a lot, wouldn't you
need a hand in arranging hotel reservations, airline
tickets, etc., so you wouldn't have to worry about these
things?

Wouldn't you want someone who did tidy work and kept your
affairs in order?

Would you want someone who felt obligated to do a good job
and felt a duty to you and the job?

11
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Guideiires.....Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines

Summarz

Now we know what general type of person we are wanting to hire. Summarize
from the list that the group produced. Example: The "type' of person we are
looking for is clean, gets along well with others, wants to work, has common

sense, and is dependable.

Activity: Deciding to use a Job Application Form

* Inform the group that once they advertise for a personal attendant they
can expect 1,000 people to apply because several local factories have
just closed.

* The task is to find the best person for the job without inierviewing
1,000 people.

* Explain that they would not want to spend time interviewing all
applicants, because it would interfere with their plans to travel to
different countries to taste local foods.

* Ask the triads to discuss among themselves and prepare to report how
they could save time in this process. Allow two minutes for their
deliberation.

* Have triads report.

Mini-Lecture: Job Application Form

1. Make the following points:

a. Most businesses of any size use some sort of JAF.

b. It is a time-saving technique.

c. Most JAFs include five major areas. As we will be developing questions for
our JAF, to save time we will organize some of our questions into these

areas:

Basic Personal Information
Education/Training/Skills
Employment History
Physical Record
References

2. Prepare five large flip chart sheets with heading of the above areas and
display them in view of the group.

12




Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes. ......Notes

Activity: Deciding to use the Job Application Form

* As the triads are discussing, it is a good idea to check the triads'
progress to ensure that they are arriving at the right conclusions., If
not, give a few hints.

* Hopefully, each group will arrive at the decision to use a JAF. If
not, help the group to come to this decision as it is critical to the
program process.

* UYsually the first triad will identify the JAF as the preferred
screening tool. If so, simply ask the other triads if they agree.

13
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Part Two

Basic Personal Information




Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines

Activity: Develop Basic Personal Information Questions

* Instruct each triad to develop a list of questions that they would
want to ask for the Basic Personal Information categories of the JAF
and be prepared to give the reason for asking each question.

* Remind triads that they are not looking for education, work history
or information that would fit better in the other categories.

* Fmphasize that it is basic personal or identifying information and
give the example, "name."

* Allow 10 minutes for this activity.

Report - Basic Personal Information

* Request the input from the participants for the Personal Information
category. Ask for one question from each triad and rotate.

* As the triads provide their input, list on the flip chart.

* For each question you list, have the triad state the reason they
would ask the question.

16

’o
RS




Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes

Activity: Develop Basic Personal Information Questions

Visit with triads during the activity and support as needed.

Report - Basic Personal Tnformation

Throughout this activity, you will attempt to achieve three objectives.
They are:

1. Get appropriate questions on the list.

Note: If participants do not include an important question that should
Be on the form, prompt them to arrive at the question.

Example: In the instance that they do not request a permanent address,
ask, "Let's say we have applications from some good people that we
might be interested in for some other types of work in the future. We
know where these people live right now, but we also know they are
seeking employment and may move. What could we include on the form to
make it easier to find these people in the future?”

2. Explain why the question/information is on JAF.

Note: As the group members give their reasons for asking the questions,
reinforce their efforts and reiterate and expand their reasons as
necessary to make clear the rationale for the question being on the
JAF.

Fxample: The first triad gives '"name" as an item that should he under
personal information and states, "You've got to know who they are," as
their reason for including the item. An appropriate response would be:
"Very sood! If someone applies for our job and we don't know who the
person is, we couldn't get in contact with the person to talk to them."

3. Make sure everyone understands the meaning of the words.

Note: Be sensitive to the needs and skills of the sroup members
relative to their understanding of the terms.

FExample: To include '"permanent address" you could respond, "Good, if we
have an addiress where the person's parents or someone else lives that
would always know how to contact the person, which is what a perman: ot
address is, that would be helpful."”

Ttems often found on JAF for which there may not be o Justitiabie
nondiscriminatory reason for asking are listed below:

* Own Home or Rent * Number of Children * Religion

* Date of Birth * Race * pPolice Record

* Marital Status * Sex * phvsical/Mental Hoalth History
If the group gpives anv of these and can provide some rationale for the

item, allow it at this point.

-
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Notes.......Notes.......Notas.......Notes.......Notes... . Notes.......Notes.......Notes

Instructor's Aid

The list below represents prime items typically found on the personal
information section of JAFs. Below each item is a reason/rationale for the
item and a prompt that can be used to solicit the item.

Full name

* To be able to contact the person

* Is helpful when checking with previous employ~rs and references. The pre-
vious employer could be a large factory/corporation where it would be

possible to have employed people with very similar names (e.g., John Allen
Smith and Jack Allen Smith).

Prompt: As we look through the JAFs, how do we distinguish one application
from another?

Phone number

* Needed to contact applicant
* Helpful in identifying the applicant

Prompt: What would be the fastest and casiest way to contact applicants to
get them to come in for an interview?

Social Security number
* Is your prime legal identifier

Prompt: What form of identification do ail working people have that is their
own that no one else has?

fresent address

* May be needed in order to contact for interview if no telephone number is
given

* May be needed to get telephone area code

Prompt: How could you contact someone who didn't list 1 toicphone number”!

Permanent address

1 :

* 1f the applicant is not hired for this job, the emplo. 'r @ wish o nt .
him/her for a future position. It would be helpful to kuow v to v.ntact
the person.

Prompt: People who are looking for jobs can be expecte. t» move 1 Tot ani
change phone numbers. What if we want to contact one o1 these peeple a
couple of months from now?

Citizen of USA
* Against {ederal laws to hir. illegal alliens

Prompt: How would you know if a person is an illegal allicn”

19




Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines

Activity: Instructions for Personal Information Review

* Explain that they are to pretend that the JAF has been completed,
and it has been administered to about 900 people. Now we have the
chance to review them to find our helper. Explain that we will look at
each section individually rather than at the total JAF.

* Hand out Series H-1 which contain only the personal information
section of the JAF. Each triad should receive one complete copy of the
H-1 applications.

* Review the applications one at a time as a group. The objective is to
determine whether or not to interview the applicant. Have triads, in
rotation, justify why they chose to keep or discard applications rela-
tive to the list of personal characteristics that they came up with
earlier or other factors they may think of while reviewing.

20




Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes

Activity: Instruction for Personal Information Review

* Have the list of desirable personal characteristics displayed where
the participants can see it.

* 1f the group takes the position that we might eliminate a good person
based only on a bad JAF, explain that we could take that position on
each and every JAF but we've decided we do not want to interview a

thousand people.

* In the following section the Hl series is presented and mistakes are
listed. It may be helpful for you to highlight the mistakes.

* As the groups justify why they would keep or throw out the JAF, it is
fine if they justify in characteristics that are not on the list. You
may add characteristics to the list.

21
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Examples......Examples......Examples......Examples......Examples..... Examples

In the following, copies of the Hl examples are presented. The mistakes
are noted. Personal characteristics which are suggested by the performance
are also noted.

1. PERSONAL INFORMATION Social Security
Date o> f- %7 Number J2/2- 33*‘/4/11

Name TAowmas  [Belton £ Age J¥  Sex M

Present Address $dos <Yy ' 7)/- Latesnle Fz -

Permanent Address% , E. Roéz'osga Sf_ Ug[mln Z}E

Phone No. (1;;:735&;), Rent
_-_——

. . "o . .
Date of Birth Heltht;S'z Weight /7§ Hair ColorB( Eye Color 61-
‘ﬂarried > Single Widowed ggivorced ) Separated
Dependents Other Citizen Yes %
Number of Children Uone than Wife or Children [/Qr)e of U.S.A. No
If related to anyone in out employ, Referred
state Name and Department - by T
Mistakes Personal Characteristics Suggested
* Phone number not listed * Doesn't want to be contacted”
* Date of birth not listed * Careless?
* Circled both rmarried and divorced * Doesn't figure things out well’
Points to Emphasize
1. Could have given someonc's phone number (e.p., friend, relative, ote. ! aven

if he did not have a phone.

Although his birth date mav not make a difference in terms of doine the joh

and he may have left it off for that purpose, the person reviewin, the TAF

will score it as an omission.

3. Explain that although you could have a historv including married ant
divorced status, married and single status, etc., thev are asking tor
current status so onlv one should be marked.

[E%]
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2.

Examples......Examples......Examples......Examples......Examples......Examples

PERSONAL INFORHATIONDate 8-,&1-97 Social Seﬁﬁggl;z 4‘3"2 ‘ﬂ-é?'?\s
Name Senupls _DoualAas Lrviv Age 37 sex WIALE
Present Address i 0. /ﬁgx ‘%Ztaj DANVIeE AK

Permanent Address 720 QAkxlAwN Hot \Sjon'n,/ﬁs laﬁ ’

Phone No. 475-32,/4@ Own Home'}l;&_g/ Rent
Date of Birth 3-4’"48 Heights_l[oh Wei&ht/‘?c{ Hair Colﬁwﬁye ColorG{e’('n

Married Single Widowed Divorced b// Separated
Dependents Other Citizen Yesv/,

Number of Children 49 than Wife or Children of U.S.A. No

1f related to anyone in out employ Referred _

state Name and Department k]/q bx_fffgz) Ab{_igﬁlﬁss

Mistakes Personal Characteristics Suggested

* No area code * Haphazard?

* No mark on "Dependents other..." * Rushes through things?

Points to Emphasize
1. Always add an area code to a telephone number.

2. Always put some type of mark on questions so the reviewer will know that
you didn't overlook the question or refuse to answer.
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3.

Examples......Examples......Examples......Examples......Examples......Examples

PERSONAL INFORMATION Social Security

Numbeg%/?
/

Date 27’4A“F%7

5> W

" X
Phone No. /49\8 - K“‘ - HH0 S " Own Homﬁ Renw
Date of Bfﬂth /ZE/GZE?He1gthS(3 Weight/”/| Hait >y Eye CO O)

Married | ihgle Widowed Divorced Separated
Dependents Other Citizen Yesw”"
Number of Children <:>;> than Wife or Children of U.S.A. No

If related to anyone in ut emplo o Referred
state Name and Departme T

Mistakes Personal Characteristics Suggested
* Illegible * Sloppy?
Point to Emphasize

An employer would not choose to waste her/his time on a JAF that is
unreadable.



Examples......Examples......Examples......Examples......Examples......Examples

PFRSONAL INFORHATIONDate 7:[b Y'f[ Social Se;ﬁ;;zssa’-?'l-‘-[ﬂl
Nan~ . < Toh Age 4Jh Sex
Fresent Address & <"L_ T : QnVI'Ie . ﬁm'

Permanent Address | _ ) ;”e_ Y
Phone No. 62)1-.@? !8 -ﬁdda Own Home Rent X

Date of Birth’)— - eYgh A Weight;ﬁi Hair ColoxBr Eye Color B_l_
Married j}; Single Widowed Divorced Separated

Dependents Other Citizen Yesv/ﬂ

Number of Children '7 than Wife or Children Mbm of U.S.A. No

If related to anyone in out epploy, N@ qre all \Hhe Referred

state Name and Department ch]ld(ﬂl Q:i ead bLBl‘ﬁhJ&lnM
Mistakes Personal Characteristics Suggested

* A little heavy on the religious * Suggests he might continually bring

flavor religion to bear on tasks and issues?

Point to Emphasize

It is true that we have the frecdom to state our religious Lo irels; but on
a JAF where a person's religion is not questioned and is not relevant. ot
is probably wise to refrain from expressing those views.



Examples......Examples......Examples......Examples......Examples......Examples

5. PERSONAL INFORMATION Social Security

pate K- Ak-4N Number“MLp‘ 38"44\\
Name m /Y\&HJ\DB;'Y\. OYﬂmLILL) -ﬁl\‘ﬂ —— Age 'L‘ S Sex L}-
Present Address # !!!D()[ﬂi: QK Nd0|

Permanent Addres:&, | ~ @—Y\ rl‘f’]Dl

Phone No(‘\b ¢ S—Hw—é{ %l Own Home Rent , .~
Date of Birg egj)taﬂ;]ql-uaﬂeightf‘)"]“Weight -~ Hair Colo;%{‘Eye ColorB{‘

Married Single Widce.wed gElvorceg) Separated

Dependents Other Citizen Yesv/ﬁ
Number of Children |  than Wife or Children /oMy  of U.5.4.
If related to anyone in out employ, Ref
state Name and Department _ k} ;Q_
Mistakes Personal Characteristics Suggested
* Put check rather than weight * Sensitive about weight?

Point to Emphasize

Giving both home and work phone numbers gives a good impression (a little
something extra).
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6.

Examples......Examples......Examples......Examples......Examples......Examples

PERSONAL INFORMATION Social Security
Date /Z-1/-%¥7 Number 446 -3¢ - 133/

NameA s ’ J ”mSﬂ'ﬂd ;’-) Age 15 Sex%}l!
Present Address 'Elﬂ-c 1, BOX %‘ | BC!‘:! Q ]

Permanent Address Sm
Liviv
Phone No. B9¢- 3044 @Mghnt
Date of Birth&ﬂﬂ‘go 1911 Heightﬂ Weipght | j‘a’Hair ColorBlk‘gye Color Bl

Married OWMSingle \/OU |9eTWidowed Divorced ____ Separated
7? > Dependents Other Citizen Yes’

Number of Children - . 7 than Wife or Children A/D of U.S.A. No
If related to anyone in out employ, ! Referred
state Name and Department ) by O

7y 4
Mistakes Personal Characteristics Suggested
* Sexist * Loud mouth?
* Out of place humor * Might not get along with people?
* Age 15 * Tmmature?

Point to Emphasize

A JAF is a profile of vou and vour capabilities and should be ;iven oo fui
thousght; therefore, the use of humor and wisecracks would be unw,=o,

(™)
~1



Examples......Exz:nples......Examples......Examples......Examples......Examples

7. PERSONAL INFORMATION Social Security

. Date g’m- 37 Number @“O/’&sqg
Name Wy]:e. Sharon _L.ee Age D7 sex |

rresent address /N8 [Reserve fve. tHbt Springs , AR
s Rathweod  Denaldser T AR

Phone No. qu- /4& . Own Home Rent ¢/
Date of Birth M—LD Height 8’7 &eightm Hair Color@_Eye Colo&n

Married v/" Single Widowed Divorced Separated

Dependents Other Citizen YesV/
Number of Children &}  than Wife or Children J)ph@  of U.S.A. No

If related to anyone in out employ, Referred
state Name and Department M bM_&M{‘

Mistakes Personal Characteristics Suggested

* None
Point to Emphasize

Neat is nice.
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8.

Examples......Examples......Examples......Examples......Examples......Examples

PERSONAL INFORMATION Social Security
Date -7 Number &190 “ L0277
Name é{///ﬁa/%r /270/0/1 Daaé Age /s -Sex/)He

Present Address g 7 &m S 7,65/1 Et.‘ﬂ/fdﬂ A 92902
Permanent Address 22 7 £ZLIN S7/CEET (?61!/70# 72502

Phone No. S™@/ - 2 G >, ~ sit./? Own Home A/0 Rent /&S
4, - 4
Date of Birth j—/ﬁvé_" Heiggts’/dlﬁeight/és Hair Colo&&;ﬂe Color&aé

Married Single , ~ Widowed Divorced Separated
Dependents Other Citizen Yeé//

Number of Children () than Wife or Children /o) of U.S.A. No

I1f related to anyone in out employ, Referred

state Name and Department by ZNVSTrRUC T0 1

Mistakes Personal Characteristics Suggested

* No mark on "If related to * Neat and can follow directions?

n

anyone in our employ...
Point to Emphasize

1f everything else looks real good, a minor mistake is usually overlooked.
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9.

Examples......; xamples......Examples......Examples......Examples......Examples

PERSUNAL INFORMATION Social Security Vot hisne

g\ Date JIZ Nos Jr \ Number w/, 94 npt-
Name AMA_JL m Age Qq Sex
Present Address Qb d_.\_, ' ,
Permanent Address (SJgUwy34
Phone No. ‘f@(o Sea- 1t ¢ 1 Own Home @en)
Date of Birth@ /, /?[po Helﬁhﬁ// Welghtjbg Hair Color R Eye Color ]3
Married Single Widowed < Divorced ) Separated

R
- Dependents Other Citizen Yes

Number of Children ,:) than Wife or Children of U.S.A. No
If related to anyone in out employ, Referred
state Name and Department -_ by —
Mistakes Personal Characteristics Suggested
* Little sloppy * Doesn't care? Poor writing skills?
* QG * Disorganized (SS#); doesn't think
* "R" for hair & eye color ahead?
* "Citizen" not marked * Unmindful?
* Date incomplete * Careless or perhaps is not a citizen?

*

Inattentive?

Points to Emphasize

1. When the first section of the JAF has so many mistakes, an emplover won't
waste time reading the rest of the sections.
2. First impressions are made by the JAF,

i)

[
-
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Examples......Examples......Examples......Examples......Examples......Examples

10. PERSONAL INFORHATIONDate Q 13 (? I-T Social Se;ﬁ;éz 44%-4%—&783
Na ‘ mz " Toolley e 35 sexbomle.
b2 £1lm Sk

Present Address q 0

Permanent Address f’ﬂ ? %X ']l F&HS\[”‘&I MLSS('%.B{)C‘)D
Phone No. r')(pr'] 383%—0,&“ M ”Mé Own Home ‘I_Ienlt
Date of Birth 8 ao (gl Helght,g'] Welghtjjo Hair Color.“ Eye ColoE’Z“je,

Married f@1néﬁ§>\/%?r1/ Widowed Divorced Sieparated
Dependents Othes Citi 'n YesV/

Number of Children A}OM than Wife or Children Mbmé of U.S-A. No
If related to anyone in out employ, Referred
state Name and Nepartment v by p//’
Mistakes Personal Characteristics Suggested
» Nichname rather than first name * Flirting?
* "Anytime" and "Very'" Single * Immature?

inappropriate

Poinit to Emphasize

Again, unnecessary comments are inappropriate o1 a JAF.
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Examples......Examples......Examples......Examples......Examples......Examples

11. PERSONAL INFORHATIONDate 8”/ ¢ i 3 > Social Se;z:\;g 2/77/&1/6/
Name DG/P (oo /%A Age ?_Se_xﬂ_
Present Addressmc. y/5 8 VS{OSEJ/GL fht \SQA ACLL AR 7190 2
Permanent Address@’- / /?M Qéj )\D 7/?4 é/ L
Phone No. S‘aj é 2 )’”‘ C/%[/ Own Home Rentg*

Date of Birth 3 ;§ ég/Helght;SL /’Welght[b Hair Coligfdm Col eélr)
Married §1n§ E) Widowed Divorced oeggrated

Dependents Other Citizen ch/ﬂ
Numb r of Children IYQjﬂ than Wife or Children /76p of U.S.A. No
I1f related to anyone in out employ, Referred
state Name and Department 210 o) A —
Mistakes Personal Characteristics Suggested
* Little sloppy * Sloppy rirson?
* Spelling * Poor speller?
* No SS# * linprepared, disorganized?

Toints to Emphisize

1. Have a SS+ if you are poing to apply for a iobh.

-

2. If vou don't own a home, just check rent,

32
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Examples......Examples......Examples......Examples......Examples......Examples

12. pms?mu. IEORMATION (3 359"\ Social Se;ﬁ;@&gg’woé\q
A . <L Sex\E}wr
v,

Permanent Addrass -

A" 2

Phone No. '@ 24 ’;'—\V\'}S Own Home Rent
Date of Bi%rl"%‘ HeightS]) veigit P Hair Colok>( Eye cologﬂq

Married <3,/”’;;hgle Widowed Divorced Separated
Dependents Other Citizen Yeem
Number of Children than Wife or Children of U.S.A. No
If related to anyone in out epmploy, Refer
state Name and Department M‘ by
1
Mistakes Personal Characteristics Suggested
* Sloppy * Careless?
* Markouts * Messy?
* Left off "Dependents" and * Inattentive?
"Citizen"

Point to FPmphasize

Lack of effort is obvious. Doesn't seem to be trying very hard.

33
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13.

Examples......Examples......Examples......Examples......Examples......Examples

PERSONAL INFORMATION Social Security
Date _ Q-31+§1 Number {3%-9(-Q1da
Name ) pwe Iaar‘}ﬂra_ Sue. Age Q¥ sex F

Present Address )21 South St Ha-\' S@(‘}ngq' @‘f 17902
Permanent Address é@mp‘

Phone No. La3d-Kkda Own Home X Rent

Date of Birth (9-5—815 Heightgé' Weight /¢ Hair Colorlﬂ_@kze Colot(‘mn

Married )& Sirgle Widowed Divorced Separated

Dependents Other Citizen Yee”

Number of Children %X than Wife or Children \Abgjgp of U.S.A. No

If related to anyone in out employ, Referred

state Name and Department N an by N\gmL snou]
. |8

Mistakes Personal Characteristics Suggested

* No area code (minor mistake) * Tidy?

Points to Emphasize

l. A neat JAF presents a good picture.
2, Nothing is left to question.
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14.

Examples......Examples......Examples......Examples......Examples......Examples

PERSONAL INFORMATION Social Security
Date %e29-52 Numbex)ﬂ oS -2%61

Name ! eN e, § :ba, _Sex
Present Address )85 m M#&é_ﬁg
e %

Permanent Address

Phone No. 4-‘6[*&[‘?—:; Own Home Rent e—"

Date of Birth Q'%ﬂﬂemhts_? ﬁe@g)_g?. Hair Color Egye Color—B

Married Single Widowed Divorced Separatehlk’s
o [ 4

Dependents Uther Citizen Yest—

Number of Children {?7 than Wife or Children of U.S.A. No

If related to anyone in out employ, Refegred

state Name and Department M by A v

Mistakes Persunal Chs-.acteristics Suggested

* Incomplete--dittos & dependents * Inattentive?

* Longhand - hard to read * He thinks his time 15 more

important than yours?

Point to Ewmphasize

When a JAF is taken lightly and hurried through, it is a waste of both the
applicant's and the employer's time.
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Examples......Examples......Examples......Examples......Examples......Exaimnples

15. PERSONAL INFORMATION e Social Security
Date 8 \I -5 71 Number?) 2/ L0 4057
Name joee D € Age ) | Sex ﬂ]f,

Present Address ]l?) MSf:‘i{ﬁ, e T - Mﬁ.’f—_ﬁ.

Permanent Address

phone No. J2 < H4S L] Own_Home §/O Rent
Date of Birth He1ght_ (p_‘ Weight IEX Hair Col grEye Color/ U
MarnedNﬁ u]d,USm&m yﬁLbﬂl Yidowed Divorced Separated
+ependents Other Citizen Ye6—"

Number of Children ¢ than Wife or Children ‘jb of U.S.A. No
If related to anyone in out employ, Referred
state Name and Department N o by Ale Ome.
Mistakes Personal Characteristics Suggested
* Incomplete--permanent address, * Inattentive?

date of birth * Immature?

* Inappropriate humor
Point to Emphasize

You don't know what someone reviewing applications would find humorous
and/or offensive. The JAF is not the place to be funny.
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Part Three

Education/Training/Skills Information




Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines

Activity: Brother-in-Law Scenario

* Prepare students for this activity by explaining that by the time
people came to the mansion to fill out JAFs, you would have begun your
safari in Kenya, Africa. Since you would be out of the country, you
had arranged for your brother-in-law to greet the applicants, pass out
the JAFs and tell them that you would call those selected for
interviews as soon as you returned.

* Although the brother~in-~law is somewhat lazy, he is a good judge of
character and appearance. His thoughts about each applicant would be
helpful in deciding which persons to interview, so you asked him to
write on the top of each application a note about anything that caught
his attention.

* Read the comments (listed on the opposite page) one at a time and ask
the students to decide whether or not to interview based on the
comment as related to the list of general personal characteristics.
The list of personal characteristics should still be posted.
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Activity: Brother-in-Law Comments

Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes

Comment
Seemed kooky
Looks like a no-account
Messed-up three application forms
Friendly person

Chewed tobacco & spit in cup
while filling out form

Seemed interested in job
Took two of our pens

I know the guy and his family--
good people

Her mother helped her fill out
the form

Wore sunglasses all the time

Brought personal data sheet with her
Smelled bad

Introduced himself right off,
smiled, and took off hat

Must of had a fight with somebody--
jerked around and frowned alot

Never would look at me--looked down
all the time

Spilled his coffee on form, couldn't
sit still

Took an hour to fill out application

Told me the best joke! Remind to tell
you later on!

Indications
Could mean anything
Lazy, dirty, disinterested
Careless, sloppy, indecisive
Good personality, outgoing

Bad manners, unthoughtful,
uncouth

Wants to work

Dishonesty

Worth interviewing
Dependent, immature, unsure
of self

Hiding something, bad manners,
stuck on self

Prepared, wants job
Dirty, unkept, doesn't care

Good manners, appropriate

Bad attitude, inappropriate

Shy

‘'vous, anxious, may have not
appiied for a job before

Slow, not prepared

Could be good or bad

39
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Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines

Activity: Develop Education/Training/Skills Information Questions

The training process for the Education/Training/Skills section is
the same as the previous section. That is:

* Give triads ten minutes to determine what questions they would ask
* Triads report while instructor lists questions on flip chart

The three objectives listed on page 17 should be met in this activity.

40
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Notes.......Notes.......Notes.......Notes.......Notes.......Notes...... Notes.. ....Notes

Instructor's Aid

This is a list of items usually requested on the education section of
JAFs. The list includes a reason/rationale for each question and a prompt
to solicit the question.

Schools and Training Programs Attended, Years Attended, Date Gradua...,
Subjects Studied

* Must know if applicant has completed the education required for work tasks
Prompt: What type of education would your personal attendant need? A person
could go to a school and not finish, but how could you know that? Let's say
that one of our applicants writes down that they went to college--what does
that really tell us?

Subjects of Special Study
* Gives an idea of what the person can do that might not be shown

in formal education and training

* Sometimes equivalent to work experience

* Required by some jobs

Prompt: Would you like to know what special skills the applicants consider
themselves to have?

what foreign languages do you speak fluently? Read? Write?
* Helpful in lots of occupations

Prompt: Wouldn't it be helpful if the person you hire could act as your
interpreter in the foreign countries that you'll be visiting?

U.S. Military or Naval service? Rank? Present membership in National Guard
or Reserves?

* Service duty usually involves some type of skill development or Fo..1ning.

Prompt: Usually people who were in the armed forces learncd some oLt
and have some type of work experience--would you want to kr:w what it was?

Hobbies or activities other than Religious?

* What a person does in their spare time often reflects skills and
interests.

Prompt: This whole section is geared to find out what type work the person
is prepared to do. Do you think that what they do as a hotby or in their
spare time might suggest this?

41
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Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines

Activity: Instructions for Education/Training/Skills Information Review

* Hand out the education section of the JAF (Series H2). The triads
should receive copies to review as was done for the personal informa-

tion section.

* Call on triads in rotation to identify strengths and mistakes,
personal traits suggested and whether or not to interview.
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Examples......Examples......Examples......Examples......Examples......Examples

1. EDUCATION Years Date
Name and Location of School Attended | Graduated [Subjects Studied

et mmtece]

Grammar School NU Liﬂk E&k, HK !_p Iqq’

._MM y
migh school | Adkine AR b 19721

v
1 ]

College Fd y 4 ettevi ”C n Jird 4 1481

T.ade, Business or

e [ )R U/A_| M

Subjects of Special Study or Research Work Mmm#ﬂ

[
—geoaraphy pud Socislogy ,
What Foreign Languages do you speak flmtlymw
U.S. Military or oresent Membership in
Naval Service IRE Rank N]A National Guard or Reserves NIA
Activities other than*Religious 4

(Civic, Athletic Frat:emal,et:c )

CREED, G)I.(RORNATI(NALORIGINOFI‘]SMBERS

Mistakes Personal Characteristics Suggested
* None * Smart, neat?
44



Examples......Examples......Examples......Examples......Examples......Examples

2. EDUCATION Years Date
Name and Location of School Attended | Graduated |Subjects Studied
Grammar School 4/&%_4:55’/: ;?m(-, IR Q 92, | Blrmapas
| ’ ’ 5 AC' fd”ﬂ)é'ﬁ
High School J,j?’é/}zs, AL & [F27 /345/»1:5.5'
Lpers: Ty of [rka /Migjor-- st
College | Py efleville, A S| 1581 Wlinar-Comp
'Dﬁge,fhsﬁxﬁm or /44/,4
rtespaxieme
School YR | Wi |

> g

Subjects of Special Study or Research Work /1/;;4V2F

What Foreign Languages do you spesk fluently? /¢2227 Read /¢C2%? Wtﬂxedkzaﬂ
U.5. Military or 7 Presefit Membership “in

Naval Service 447 Rank /b;;? National Gxndcn:RmunwesA???
Activities other than Rell ’

(Civic, Athletic, F‘raberml etc. )

CREED, GXER(I!NNHDNH.ORKHN(E‘IﬁSMEﬂERS

Mistakes
* None

Point to Emphasize: This example and the last example came from twins with
highly similar backgrounds. Point out that in the first example the woman tried
to figure out what type of skills and interests we would want and wrote her
job application in a way that would interest us. The second twin, who had as
much justification for the skills and interests as the first twin and could
have done the same thing, simply didn't use her background to impress us.
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Examples......Examples......Examples......Examples......Examples......Examples

3. EDUCATION _ Years Date
(Raneand Location of School Attended | Graduated |Subjects Studied
T \J

o - ilsempra 7 /%’71 |

i st d 112757

College

Trade, Business or |
Corresporxience
School

XA U a
. SN

—

- ‘ N”

What Foreign LanguagesNo you q;u&:fhmmtly?\‘ﬁEer\Q Read Write —

U.S. Military or \\j(\\ M T Present Membership in
Naval Service t} Rank Natiopal Guard or Reserves

Activities other than Religious — |

(Civic, Athletic, Fratera

Mistakes Personal Characteristics Suggested
* Addresses missing * Inattentive?
* Sloppy * Inconsiderate?

Point to Emphasize: The word '"Required" for "Subjects S*udied" is a good one

for elementary and also high school if no particular coursc of study was
emphasized.
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Examples......Examples......Examples......Examples......Examples...... Examples

4. EDUCATION , Years Date . )
Name and Location of School Attended | Graduated |Subjects Studied
| I3enTon FAeMENTARY
Gramar School | IJEATON AR |- ¥ L':'D’Z?"?& B

Benmon-westsipe H-S.
High School Beuwu, Ae -1z [5-22-52] (;ggeggg

UILDING
rrespondence | MAINTENAUE
ool H @Lﬁ%ﬁj Aoxamsas | | 12387 m

Subjects of Special Study or Research Work Small EnGINe (s PR

What Foreign Languages do you speak fluently? rJOﬁJEE Read Write
U.S. Military or ‘Present Membership 1in
Naval Service AJD Rank National Guard or Reservesf /4
Activities other than Religious
(Civic, Athlet1c Fraternal etc 4L N4 A1 104G ”

CREED, (XXDR(!!NATK)ML(IHGDQOF ITS MEMBERS

Mistakes Personal Characteristics Suggested
* Nothing major * Organized?

Point to Emphasize: Would have been better i he would have put "none" for
college, because as far as the employer can tell he may have forgotten the item.
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Examples......Examples......Examples......Examples......Examples......Examples

5. EDUCATION Years Date
Name and Location of School Attended | Graduated |Subjects Studied
CAKLAWN Boys Segpor| ¥ 37| May
Grammar School WE&. FA LLS 0H10 /96 /‘i{,/ GEIVE RAL

Hot Sprma.s ﬁgh Sehogh 4 yrs- P
- L SnAare
igh ool | ot Springs K 196]-1%S gL' | GENERAL
HENDC’(SBUBRDMU (ul e Ss t N\a/
"L Peychd
College ()(ana(; i{:l - [ g9 /ﬂ’ﬁ sCho [
Trade, Business or | {ﬂ ¥ F N e ! Bw\y
Cort e E@W’M‘] e, D T ¥ e
Subjects of Special Study or Research Work No d

What Foreign Languages do you speak fluently? @e r¥na M Read /Wriw v
U.S5. Military or ;}12 \ - Present Membership in
Naval Service M S W\\/ Rank N National Guird or Reserves
Activities other than Religious
(Civic, AthlethiiFiaternal etc.)

EXCLUD R CH/ FR OF A RACE,
CREXD, COUXIORIWHIUWH,GHGDJOFIISIﬁ}BBG
Mistakes Personal Characteristics Suggested
* Should have put either "1 vyr." * Thorough, seems organized?

or "Aug. 79 to Aug. 80" for
Years Attended on trade school,
not both.

* As he =aid he speaks German,
it would have been better
to have put "yes'" or 'no"
in response to '"read" and
"write."

43




Examples......Examples......Examples......Examples......Examples......Examples

Dete

6. EDUCATION Years
Name and Location of School Attended | Geaduated {Subjects Studied

vt Wl owediney | bS5 | ey
Granmar School QU&‘(\{ | M \G\/\\ 94'“ G&V\&Tu\

” L'/\X \ - \‘\[’\'\\' N\O‘Y
High School Qhx et W{ WUn1 14714 Dusiness

| S\u&e \)\mvw\u - 1‘11‘1,%«\ \
College Wa deighua M 404 AA-}zs(ec, Secselurla

Trade, Business or (\}0(\(’/
Correspordence
School

Subjects of Special Study or Research Work WA ol 9y na
! D)

what Foreign Languages do you spezk fluently? [\j HANE Read wﬂ Write v ] A
U.S. Military or Present Membership in
Naval Service MJ) Rank fJ J P( Natioral Guard or Reserves f\jb

Act1v1t1es other than religious
(Civie, At:hletzlcj Frat:em:tlg etc.) 5 “Ej C& €S

CREED, (X)IDR OR NATIONAL ORIGIN OF ITS MF.MBIRS

Mistakes Personal Characteristics Suggested

* None * Seems prepared?

Point to Emphasize: Good application--all questions answered.
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Examples......Examples......Examples......Examples......Examples......Examples

Years Date
__ Name and Location of School Attended | Graduated [Subjects Studied

(Tﬂ“]\n§ Ekﬁmeaﬁar
//'HLe_. T‘{n&k‘ AR (~€

7. EDUCATION

Grammar School

High School _ _
College
Tr&t}?;e&spﬁiiiﬁaszeor |2 1”11 \Pan L/a—i&dx
School W\O(r\ Jon, A/Q | [9 ’7(1 /-%Ccoun‘lvm

Subjects of Special Study or Research Work Ag L‘hﬂc-\) Y oL ,,&' \‘j’ajf\(ln(‘i Q.D

(Uownmuniiy Ool}eaz’

What Foreign Languages do juu speak fluently? [\)N’le Read NO  write Ao
U.S. Military or Present Membership in
Naval Service h)b Rank National Guard or Raserves

Activities other than Religious
(Civic, Athletic Ftaternal etc.)

(REED, CDUJ(ORtMEﬂ)ML(XHGH@OF]TSPEMHHG

Mistakes Personal Characteristics Suggested

* Incomplete - High School, * Lacks attention to devail?
education dates & subjects * Doesn't follow instructions?
studied

Point to Emphasize: We do not know whether this person did not attend high
school and/or college or just did not fill in the blank.
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Examples......Examples......Examples......Examples......Examples......Examples

8. EDUCATION Years Date
Name and Location of School Attended | Graduated |Subjects Stwudlied

Grammar School

High School et I

College

Trade, Business or
Correspondence
School

Subjects of Special Stwdy or Research Work <S(‘N}chx)
o v

What Foreign Languages do you speak fluently? é}}ﬂ \L\%\ Read \[&5 Write V¢ 9
U.S. Military or Q PreSent Manbership
Naval Service Rank National Guard or Rese
Activities other than Religious
(Civic, Athletic, Fratermal, etc.)
ZA S, NAME, OR C OF WHICH INDICATES TI.i RACE,
CREED, COLOR OR NATIONAL ORIGIN OF ITS MEMBERS

Mistakes Personal Characteristics Suggested
* TIncomplete *  Perhaps does not care?
* Lists English as foreign * lLacks understanding?

language

Points to Emphasize

1. Some people just apply for jobs so they can continue to -1l o
unemployment. Their applications usually look somethin. ik o, .
2. The appiication suggests the person may not want to Lr :nr rvicweld,
(‘)]
[ adiik]




Examples......Examples......Examples......Examples......Examples......Examples

9. EDUCATION Years Date . .
Name and Location of School Attended | Graduated |Subjects Studied

&)f//%/; - /64
v (/

Grammar School
E;n - Lale ,A@A G , Llsirs
High School é) P8 | Sciepce
College

Trade, Business or
Cor respordence
School

)|
Subjects of Special Study or Research Work <§;:15}71/ 14{/42£fj¢ A A

What Foreign Languages do you speak fluently? ,/lﬂﬁ/eﬁé/ Zﬁ/ﬁaﬁlﬁaf 076121!@ Ve,

U.5. Military or
Naval Service IQ//47 Rank Natlonal Guard or Reserves
Activaties other than Religious Co
Cf‘(/j/n

(Civic, Athletic, Fraternal, etc.) 9
EXCLUDE ORGANIZATIONS, OR WHICH 1 THE s

CREED, COLOR OR NATIONAL ORIGIN OF ITS MEMBERS

Mistakes Personal Characteristics Suggested
* Incomplete * Lacks attention to detail?
* Inappropriate humor * Immature?

Point to Emphasi.e: Sounds like the "stud" again.
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Exanuﬂes"""Exanuﬂes"""Exanuﬂes"""Exanuﬂes"""Exanuﬂesuunfxanuﬂes

10. EDUCATION Years Date .
Name and Location of School Attended | Graduated |Subjects Studied

L‘ﬂ}_( -1a.YY\c_H1h —
cramer oot | a ke Hameltn, AR| [~

\
<< ]

nee
High School |/, a,ke\-)rnnrme,hLmn1 AL < | J91% 1‘5'5_’%&,_.

College

Trade, B;sriSBSS or | ‘C‘:aﬂldﬂJ ‘ !n. g A‘h%g |
Corres C t
oot | W Srlos, A J 1951 | 13usiness |

Subjects of Special Study or Research Work N

What Foreign languages do you speak fluently? MO Read Write
U.S. Military or Present Membership 1n
Naval Service [\Y) National Guard or Reserves W

Activities other than Religious ‘]:1
(Civic, Athletic, Fraternal, etc.)

a”f}m" g:& m

CREED, COUI!ORDUHTG@L(X&GDQOFITSI%QBB&E

Mistakes Personal Characteristics Suggested

*

Careless?
Poor atte:tion to detail?
Inattentive?

* Misspelling
* Incomplete
* "No" where '"None'" should
be on "Subj2cts of Special...”

* *

Point to Emphasize: An applicant can always list something for "special
study."
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Examples......Examples......Examples......Examples......Examples......Examples

11. EDUCATION ) Years Date
Name and Location of School Attended | Graduated |Subjects Studied

N \
<A ob e

Grammar School .
Atrer Y ern e xeﬁla r [Q
s s : 1477k Generdl
College

ﬁge;e&mi.én;s or G/JK LANBQ MLT Y
o | Vo-Tpow /

Subjects of Special Study or Research Work NOME:

What Foreign Lanpuages do you speak fluently? N 0'\/ E" Read Write
U.5. Military or Present Membership in )
Naval Service A/ Q R Rank National Guard or Reserves K/b
\ \

Activities other than Religious
Athletic, Fraternal, etc.)

t cee

(Civic,

Mistakes Personal Characteristics Suggested
* Incomplete * lacks attention to detail?
Point to Emphasize: This application leaves the emplover with unanswered

questions (i.e., What was studied at farland County Vo-Tech? Where were the
schools located?),




Examples......Examples......Examples......Examples......Examples......Examples

1z. EDUCATION Years Date
Name and Location of School Attended | Graduated [Subjects Studied

Gramar School elpanetfe_, cHE
4 | /

High School M L 177¢ | Blats
%&ﬂy Jeeh Uiy M or 101
College A D wthr e SE o V228 |Combyrer

Trade, Business or
Correspondence
School

Subjects of Special Sty or Research Vork /e mezune [/ Conqmuter [0 0matty
MMW@_\;‘M;J%.

1)

What Foreign Languages do you speak fluently? /yélld Read Write

U.S. Military or ~ Present Mambership in
Naval Service g/ﬁ%éééig Rank \ National Guard or Reserves

Activities other than Religl

(Civic, Athletic, Fraternal, etc.)
PROLIDE, ORGANTZATIONS,

CMED,COUX{ORbth»MLGIUGDJOF]ISPEMNRS

Mistakes Personal Characteristics Suggested

* Incomplete--but not major * Nothing significant--perhaps
attention to detail is not great?

Point to Emphasize: Overall, this is a good application.
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Part Four

Employment History
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Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines

Activity: Identification of Important Skills

* Ask the class to discuss and prepare to report the kind of JAF they
are favoring. What makes an application worth keeping.

* Allow five minutes.

* Call on triads in rotation and ask them to report one characteristic
at a time. They should, at a minimum, identify the following points:

Neat/legible
Complete
Accurate

Follows direction

Activity: Develop Employment History Information Questions

The training process for the Employment History section is the same
as the previous section. That is:

* Give the triads 10 minutes to determine the questions they would ask.

* Triads report while the instructor lists the questions on the flip
chart.

* Review examples (Series H3).

You should again meet the objectives listed on page 17.
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Notes.......Notes...... Notes.......Notes.......Notes.......Notes....... Notes.......Notes

Instructor's Aid

This is a list of items nsually requested on the employment history
section of JAFs. The list includes a reason/rationale for cach question and a
prompt to solicit the question.

Jobs held

* To give picture of what the person is capable of doing

Prompt: Would you want to know what kind of jobs the applicant has had in
the past?

How long were jobs held

* To determine if a person can keep a job
* To determine if a person sticks with tasks

Prompt: If a person listed three jobs as a butler, would it be helpful to
know that each job only lasted one day?

Reason for leaving

* To find out if person had conflicts with the boss
* To find out why person left a job

Prompt: Would it be helpful to know why applicants left jobs they held?
Salary
* To determine "how valuable" the person was to the employer

Prompt: Would it help you to know how much money the applicant was
accustomed to earning?

Names and addresses of employers

* To call or write for references
* To check the accuracy of information on the form

Prompt: Do you think you might want to check with some of the applicant's
previous employers?
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1.

Examples......Exanples......Examples......Examples......Examples......Examples

EMPLOYMENT DESTRED

Date you Sal
rosivion Sbreana! a Hendant s ASAL  vesiced 30,000

1If so, may we inquire of

Are you employed now? \/es _your present employer? \/P.S
7
Ever applied to this conpany before? UO there L)'[ A When wﬁ_
FORMER FMFLOYERS (List below last four employers, starting with most recent.)
Date Reasalfbr
Month and Year Name and Address of Employer Salary P051t10n

e F-/S-987 [ eongs Kiadas Feesonal /1! 2 ';erM{f
~ Present By B, Amy Kol HS. | 30000 Aid nady o

From 4/~/4 - d b%dm'ﬂ[ 52:2062 Fl'nmre/b[

o /38, ' SRyl :Z(wq) 282 | B“ﬂ_eréa)‘éac&

Qusel| 70 a acqet

1 2-/7- 99 | R oy Lﬁé%é beter job

From

To

Mistakes Personal Characteristics Suggested
* None * Well prepared, organized?

Point to Emphasize: If $30,000 is really close to what the applicant would
need to earn, it's okay for him to say so. But, he/she could be taking a
chance of pricing him/herself out of the position.
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2.

Examples......Examples......Examples......Examples......Examples......Examples
EMPLOYMENT DESIRED Must 6"’& no+ice,
Tosition ?Q(SOY\&\ AQ{’(‘J*OY& g‘;;eSEta.( S eser JOB Desired neﬁ(ﬂ'lab'(’,

1f so, may we inquire of

Are you enployed now? \[jes your present employer? \]je 5
Ever applied to this company before? No Were N Il A when W !{\
FORMR FMPIOYERS (List below last four employers, starting with most recent.,)
Date Reason for
Month and Year Name and Address of BEmployer Salary Position Leaving
rrom -1 - 1 \aid 4o Drder 932-4532| #ig.00 | [House Presently
o Date Wo'r Socw\qs AR _ hr | Heeper| e mployed
From)- 3 S67) |1 oncie askia G <610 Nouse | temponary
To % -1D-¥1 :'b\u\\t&\r\ LLL\(E, ; R ‘%L\SD S‘\‘\'\:\ng \)0\3
From M - 17-< 1 G‘w\ \—ﬁ‘o\og LN -40\0 41,50 Tumpomﬂ/ 00!;\*9%'}‘{
a
To (o- 20-¥ 1 [V 5@(\(\6\5 R nr. Seurelary reduction
From \\-Wo- %l | )arnie, '3\()\\1 Qza-0\0N | B335 | ooy é‘\f‘\‘{\sarof;wa
To 3-30- %" W\mxm\&m?mg AR e | Siter | gre-schw)
Mistakes Personal Characteristics Suggested
* None * Neat?

Points to emphasize

1. Makes positive presentation and really hasn't had a regular full-time job.
1f she would have simply put "no full-time employment," we would have
probably thrown her application away.

2. Answering the question "Salary Desired" with "negotiable" was good

thinking.
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Examples......Examples......Examples......Examples......Exampies......Examples

3. IMPLOYMENT DESIRED ‘
. Date you Salary MOHJCI / ’ke
Position jkc)sl.-ﬁ()njr Can St:?rt Tadn Ljﬁ D?siredp‘n QS0 USS
v 0 1f so, may we iquire o
Are you employed now? hJD Aymnrénammremphamr? JA///?
. .
Ever applied to this company before? [V Where N/A wen A//A
7 4

FORMIR EMPLOYERS (List below last four employers, starting with most recent.)

Date Reasa for

Month and Year Name and Address of Employer Salarv | Position Leaving
oo 3 - [-%l Tom Gaines (unale) | b 4).00 To Finid
o Q-lo-% R T, Hollis AR Hour HPLOW‘ bejfﬁf
From Q—QQ—‘E&IG‘;@ (2aire = #17-(3' Farm To work
o Q2994 | iRt ] Helis, AR k. |WoRK I Unele
From
To
From
To
Mistakes Personal Characteristics Suggested
* None

Points to emphasize

1. Limited employment experience in outside world as it appears that all
employment has been with family, but it is presented well.

2. "Would like to discuss" is also a good response when you don't know the
salary; avoids danger of bidding too high or too low.
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Examples......Examples......Examples......Examples......Examples......Examples

4. PFMPLOYMENT DESIRED

: mte w-‘ 1 &lary
Position Aléx Can Start Desired 4 O
If s0, may we inqui
Are you employed now? ndlfz your present employer?
Ever applied to this campany before? NQ Where When

FORMER EMIOYERS (List below last four employers, starting with most recent.)

Date Reason for
Month and Year Name and Address of Employer Salary | Position Leaving
- a &6!{‘@&.
mm@% 85\ hre ﬁggngd m % Log " iieiime

_._lunr__ﬁﬂ_j mwhms E200Y | I rrgrnied

MM%% 4,200 Hdlderl “mMoved
remfeb -23 [\ Snint nthon : Nurses Desired.

. ! : ore., .,
s 3an,-R49 | Harp Nnsas 3,000 fhd _,_ll[;j%
From

To i
Mistakes Personal Characteristics Suggested
* None ‘ * Organized?

Puint to emphasize: The question comes to mind concerning what this person has

been doing since September 1985. Hopefully, we will be able to fill in the gap
from the Education Section,
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Examples......Examples......Examples......Examples......Examples......Examples

5. EMPLOYMENT DESIRED , 9 y
. A Date you / Salary{%~y (7

Position\—"oSro ) A, ;‘. PChe (A an Start (A Il/ Desired ( /‘_l’ﬂ

v \ , so, may e 1nquire O

Iy

Ar%oﬂ emp10¢d now? %‘é’ﬁ”/ % _your present employer? 7 _

—— 5 ~ 17
Ever applied to this campany before;;7yjz/, are Swhéh

7

FORMER EMPLOYERS (List below last four employers, starting with most recent.)

Date Reason for
Month and Year, | _Name and Address of Employer Salary | Position Leaving

Fron/< )~ é 2§2£(!Q o040, | "' ﬂ/,/

To

Mistakes Personal Characteristics Suggested
* Sloppy * Careless? .

* No addresses for employers * Poor attention to detail?
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P

Exampies.....Examples..... Examples.....Exan-ains.. Cxamples...... Examples

6. EMPLOYMENT DESIRED
-- Date you Withie Salary

Position } A u,( [P t4cicl m1+ Can Start frug e jI)esned ,?C Cou
If so, mdy we inquire of

Are you employed now? UG’S your present employer? €S
7

s st

Rver applied to this company before? VO where - when

FORMER EMPLOYERS (List below last four employers, startiig with most recent.)

Date Reason for

Month and Year Name and Address of Hmplover Salary Position | Leaving
(.' . . 1 l . .

From NQL/ AR '()mx‘ N\/V u[S H 0'); ') ]l C\L CCJBCJW'__’ ’.(j

1 eer

Frvcent [Rovl, AR 948->doo 19920 [(CMT L'Oﬁ&n%e
ka’lgg N \yun} }\/\arvs \\cs{nial (‘hanjc n
o Nov. 8 P\s\// Af‘w Teh -3460 |4 400 NMI’BC; Pes tion

rroal e b, 15 |} oshkmw Asspa lates ﬁu‘;%m%‘;'”ed

wNov T8 [Rel | AK G- 15T o o |SeocdunfolttbEne
! e

From <

To

Mistakes Personal Characteristics Suggested

* None * Oreanized?
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Examples......Examples......Examples......Examples......Examples......Examples

7. BEMIOLOYMENT y
Date you Salary
_'5__87 ‘ﬁl,ObO/

Position \?o Cre ¥Yarit Can Start Desired 11D.
J If so, may we inquire of d
Are you employed now? }\\ D your present employer? ,LA
Ever applied to this company before? L)b Where Q 1A When D/ﬂ
/ v L4

FORMER EMPLOYFRS (List below last four employers, starting with mpst recent.)

Date Reason for
Month and Year Name and Address of Hmployer Salary | Position Leaving

o Tin 1231 Goick Cav Slec  ypense | Do
o May  19g9 Wy B¢ 5‘h*ecfl flot Sprgz ALY \(ﬂrﬁu*_smlm_ﬁ_

From EEL,HQ) Harr‘y's Qangm;\_:b'bn glg, &%p.%° l&lJ Of¢
To bﬁ‘c 1980 Qﬁqw'm& Ave. f:ﬁt&i"a( e &gjg_n’[ Bgsin&és{w}

From

To

From

To

Mistakes Personal Characteristics Suggested

* None * Neat?
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Examples.....Examples.....Examples.....Examples......Examples..... Examples

8. BEMPLOYMENT IESIRED

Date you Salary
Position Can Start Desired
If so, may we inquire of
Are you emploved now? your present employer?
Fver applied to this conpany before? Where When

FURMER EMPLOYERS (List below last four employers, starting with most recent.)

Reason for

Date
Month and Year L Name and Address of Fhployer | Salary | Position Leaving

|

Fran

To

From

To

Fram

To

SN FUSDIS S U

JUNPENND USRI VNS S

From

P e

R
i
1
I
i
t

s !

To

Mistakes Personal Characteristics Suggested

* Rlank * \No attention to detail--can't follow
directions’?

Point to Emphasize: Alway. 'ook on the backside of . apniocation fors. Moeor
leave a section blank.



rxamples......Examples......Examples......Examples......Examples......Examples

9. FEMPLOYMENT DESIRED

osition e, L TImE s

A/ It so, may ‘inquire of
Are you enployed now? D

your present employer"
Ever applied to this company before? ﬂ/b Where When

FORMER FMPLOYERS (List below last four employers, starting with most recent.) -

Date Reason for
Month and Year Name and Address cf Hmployer Salary Position Leaving

Fron Self employed

To

Fram

To

From

To

Frcm

To

Mistakes Personal Characteristics Suggested
* Incomplete * Lacks attention to detail?

Point to Emphasize: Does not seem to be trying to make a good impression.
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Examples......Examples......Examples......Examples......Examples......Examples

EMPLOYMENT DESIRED

_4 Date you Salary
Position OUuse k cg,@e/ Can Start No w) Desired fen
1f so, may we inquire of \
Are you employed now? N ) your present employer? N/A
4
Ever applied to this company before? N O where When

FORMR EMPLOYERS (List below last four employers, starting with most recent.)

Date Reason for
Month and Year Name and Address of Brployer Salary | Position leaving
FMQ‘l’ZS‘ '&0} &a\[lhh 1A °° Hv\lS‘-' R@“"urn

o 4-2-87 @+ 3) Fé\?l lLJmSM’“KS(oIBD wec\‘ |Leeper] 63@1

Fron &7- %3} 5 @adglu,( le2 gm%éﬂm, p.0o | Houge | I5ethe -
To ijng*( izsz”ész

9?'30?) S»'”? g{'&nan& _Po Dm?(() 'l(e.a{i—'«- do

From )\{//ﬁq
[

To

From

To

Mistakes Personal Characteristics Suggested
* None * Appears to be a solid person?

Point to Mmphasize: A good application leaves nothing blank or questionable.
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Examples.....Examples.....Examples.....Examples......Examples......Examples

11. EMPLOYMENT DESIRED 4

Position OQ o] ‘ S grﬁeStyz‘:t /[77)\[+lm e Deszizz L O 7175

If so, mayfwe 1nquire cf
’\l‘ﬂ your present employer?

Are you employed now?
L ‘[‘V
Fver applied to this company before? M()Jmere — When ————

FORMER FMPLOYERS (List below last four employers, starting with most recent.)

Date Reason for
Month and Year Name and Address of Rmployer Salary | Position Leaving

rond <) - — i
7 321% @7;7/ S

~ —
R t
Clerk A"Aﬁ

szg QQ «l \ -
N1
rn39288 ) Sp ey Ce sod Debai] | Didey Tlee
e ‘ ork
To 1WOr qu\éJq; wJ
~
From
To
Mistakes Personal Characteristics Suggested
* Getting a little smart aleck * Could be obnoxious?
* Hard to read * Sloppy”

Point to emphasize: The phrase "Didn't like work' is negative. would have been
wiser to have said "better job."
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12.

Examples......Examples......Examples......Examples......Examples......Examples

EMPLOYMENT DESIRED
Date you N 0 “/ Salary F
Position Can Start Desired .
1f so, may we inquire of
Are you enployed now? N ¥ your present employer?

Ever applied to this company before? A[J Where When

FORMER FMPLOYFRS (List below last four employers, starting with most recent.)

Date Reason for
Month and Year Name and Address of Eployer Salary | Position Leaving
rron §-2-¢ | (\apeas (.40 Z theht
g |3reade SY. ' c k- eter )ob:
To £ 326-%7 ui.hﬁr So0)-$23-913¥¢ hhr.
[
Fromgs -1)-7 4 | Poayder 4T,
- . Coo k beter
To 7-—30-&és Khol-22 )—1. 711 he C";‘QZL
From
To
From
To
Mistakes Personal Characteristics Suggested
* Spelling and word usage * poor reading and writing skills?

Point to emphasize: Giving telephone numbers for prior employers is a nice
touch and suggests that he would get good references.
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13.

Examples......Examples......Examples......Examples......Examples......Examples

EMPLOYMENT DESTRED

Date you Salary
Position Can Start Desired
If so, mey we inquire of
Are you empluyed now? your present employer?
Ever applied to this company before? Where When

FORMR EMPLOYERS (List below last four employers, starting with most recent.)

b te Reason for

Month and Year Name and Address of Pmployer Salary | Position Leaving
me@ﬂ&ﬁ‘é OoCHrdrSs E/a}tf‘tﬁ Qo__ﬁ Wi " Rette r
1 A Ty 27 T s M5 gl
Frond- [9-% 6 JAZ eﬁ"'e rmn. SJ 22 |len | b”o 00 . Be«Hcﬁ”
o &5 - %6 weeH | Wartres) ™ Yop
From T
To o ~1"
From —
To
Mistakes Personal Characteristics Suggested
* Incomplete * Doesn't follow instructions, or poor

attention to detail?

Point to emphasize: Not giving any indication of how to get in contact
with previous employers sugpgests she may not want us to do so.



14.

Examples......Examples......Examples......Examples......Examples......Examples

FMPLOYMENT IESIRED

Date you Salaryﬁ A 7@
Position é ol VY / %ﬁ& ﬂx Start % &/ Desired JL;’CZ£Y
If so, may we inquire of
Are you employed now? /& your present employer? —_—

Ever applied to this corpany before? % Where — when

FORSR EMPLOYERS (List below last four employers, starting with most recent.)

Date Reason for
Month and Year Name and Address of Employer Salary Position Leaving
MMW;W Frve) Arrrglinms,
Wt 57 | [pgnevile 204y | Ggent| Ciosed
. , -

Prom = [t g tores 5/~ 8- d32d Opn | Frave/ )

o Zpr-Syg | Lt Mok gnly 24en?
From % 7

To

From

To _
Mistakes Personal Characteristics Suggested
* None * Positive?

Point to emphasize: Both companies closing may be a little strange.
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Examples......Examples......Examples......Examples......Examples......Examples

EMPLOYMENT LESIRED
Date you Salary
Position Can Start Desired
If so, may we inquire of
Are ynu empioyed now? ~ your present employer?
Ever applied to this company before? Were When

FORMER EMPLOYERS (List below last four employers, starting with most recent. )

Date Reason for
Month and Year ] Name and Address of Employer Salary Position Leaving
From g (: ‘Se o L&LJE_‘LL&_L%} ? ?
To % 7 . ) @u l"%"
From
To
From
To
From
To _ L J
Mistakes Personal Characteristics Suggested
* Incomplete * Doesn't care?

Point to emphasize: This one leaves a bad impression, doesn't it?
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Examples......Examples......Examples......Examples......Examples......
EMPLOYMENT DESIRED

Date
Position (oK CmnSg;;/JAA]]7IV\F:

Examples

&ﬂ::éﬁl g

1t so, mdy we inquire of

Are you employed now? Ald your present employer? [/ 4
Fver applied to this company before? N3 Where ——— when —
FORMER EMPLOYFRS (List below last four employers, starting with most recent.)
onth aed ¥ Neme and Add £ Sala Positi Reasmneam' fogr
ear ress o sition
— L A, CH5H CH‘E E;-%F_Sprqj. =~ mmHCMKS
okl 180, msr A 3.0 | Co0KS
To 7k 3 SPrus hr._|Helper P8 B’
ToTuly 5,1987 ‘res| WANER|  JoB
Froa N . | - ¢ |NIA TANCAT
19 47 i
ro Tune 13,1487 HE-| cHEF | CloseD
Fronl e 1Y, 1548 ¢ .0 | ERY Better
1Junet2, 1483l KTl RoX | voPE. Ae | Y PR | Cook | Dfter

Mistakes

* Messed up on employer name/ * Paying attention?

address lines

Point to emphasize:
not have listed the last two brief jobs.
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Personal Characteristics Suggested

Would have made a better impression if the applicant would
Otherwise, not a bad applicat:ion.



Part Five

Physical Record




Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines

Activity: Develop Physical Record Information Questions

The training process for the physical record section is the same as
the previous section. That is:

* Give triads ten minutes to determine what questions they would ask.
* Triads report while instructor lists questions on flip chart.
* Review examples.

Remember the objectives on page 17.
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Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes

Instructor's Aid

The 1ist below represents prime items typically found on the physical
record section of the JAF. Below each item is a reason/rationale for the item
and a prompt that can be used to solicit the item.

List any physical problems that would limit your ability to do this job
* Could affect ability to do job tasks

Prompt: If this job requires a lot of heavy lifting, would you want to know
if applicant had a bad back?

Have you any defects in hearing? In vision? In speech?
* Would reflect possible need for work accommodations

Prompt: A lot of employers ask about hearing, sight and ability to speak.
Would that help us in making our choice?
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Examples......Examples......Examples......Examples......Examples......Examples

[ e

1. PHYSICAL RECORD % ) '
List any physical defects % Aru MO AW\&DGJJLQ
7\]

Were you ever injured{iﬁ)glf yes, give dafails
4

Have you any defects in hearing? L)kLé}/ In vision? Cj;l;§ In speechéj\\b
4 ‘ {7 7

In case offsmergency [

1 authorize investigation of all statements contained in this application. I understand that
misrepresentation or anission of facts called for is cause for dismissal. Further, I understand
and agree that my employment is for no definite period and may, regardless of the date of

payment of my wages and salary, be benninatig at any time without any previ notice.
\

Date C:.%“ —5 *Kr\ Signature YXS:%M

Mistakes Personal Characteristics Suggested

* Sloppy * (Careless?

* Address & phone number * Poor attention to detail?
incomplete * Inconsiderate?

* Longhand/har? to read

Point to emphasize: The applicant may have been able to present "hearing
impaired" in a more positive light (e.g., use hearing aid).

2. PHYSICAL RECORD -7
l.ist any physical defects Le,cf- g\L& ‘___L)'\‘;-J(\/

. T —)
Were you ever injured%ﬁ?s If yes, give ﬁetailsfjgﬁ%if[y’pﬁugtpdqri,
7 —r ~Y
Have you any defects in hearing? MO In vision? ) In speech? /VD

In case of emergency K - . . -
noti £y ARy, or [f%gé ExOoe. J2N\uin Leclk Er s01-4727-27y
= 7 Aldress / Plone No.

1 authorize investigation of all statements contained in this application. 1 understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, 1 understand
and agree that my employment is for no definite period and may, regardless of the date of
payment of my wages and salary, be terminated at any time without any previous notice.

Date é — K]'% 7 Signature %ghm &‘Q_;Q

Mistakes Personal Characteristics Suggested

* None * Ppsitive?

Point to emphasize: Although the person had an accident with an eve injury, she/le
lists no current vision problems. It's good that the person is saving "no problem."
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Examples......Examples.....Examples......Examples.....Examples.......k amples

3. PHYSICAL RECORD
List any physical defects SEJZUQQ DSQ@EQ D ﬁglzuggs Iﬂ! g_y&%

Were you ever injured? Nb 1f yes, give details NOMNE

Have you any defects in hearing? Nb In vision? NO In speech? NP

Tn cate of emergency ) lm -

notity MA, Dum N SErrz 41 BROARTIVE SALAMS lilH21f
; " Name ress ne No.

1 authorize investigation of all statements contained in this application. I understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, I understand
and agree that my employment is for no definite period and may, regardless of the date of
payment of my wages and salary, be terminated at any time without any previous notice.

Date Q—J-S'I Signature wgp
) £

Mistakes Personal Characteristics Suggested

* Wone * Optimistic?

Point to emphasize: Adding that he hasu't had a seizure in eight vears is a
lot better than just listing a seizure disorder.

4. PHYSICAL RECORD \
List any physical defects \ / )
\v

In speech?

Were you ever&njgred}\ o 1f u;\, give deta\ls
Have yc})\\gny d&e&ﬁari g?\ yaut i&iCn?}
/] \ NS

rene e VLA O
AN A

\{ dress Phone No.
1 authorize Yvestigation of all statements contained in this application. | imderstand  that
misrepresentation or amission of facts called for is cause for dismissal. Furtlor, T underatont
and agree that my employment is for no definite period and may, rogaradlass of  the L .
payment of my wages and salary, be tecminated at any time without any previess, o i,

Date Signature 'ii'nf#u ASNA0 .
J‘”'g ——

Mistakes Personal Characteristics Suggested
* Incomplete * Incomprehension!
Point to Emphasize: The physical record secticn would be apvplicable o

evoervone,
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Examples......Examples......Examples......Examples......Examples......Examples

PHYSICAL RECORD ‘AN .

List any physical defects‘p15§mk'nﬂ %E\mwﬁ
- A ) Rl

Were you ever injured? —¥fyes, givé details

Have you any defects in hearing? —————1Tn vision? In speech? —

In case_ of emergen
notif - L.X.1 f43 -
res ne No.

1 authorize investigation of all statements contained in this application. I understand that
misrepresentation or omission of facts called for is cause for dismissal. Further, I understand
and agree that my employment is for mo definite period and may, regardless of the date of

payment of my wages and salary, be terminated at time wi any previous notice.
Date (o - 7’f7 Signature ﬁo

Mistakes Persoaal Characteristics Suggested

* None * Good thinking?

Point to emphasize: If the person's physical problem is such that listing it
would cause his application to be rejected, this could he a good approach.

PHYSICAL RECORD
List any physical defects JL.&QJ- l% amp&@'m,j-ug F[MA;'Q‘ gmlm' mwg{
s
Al

Were you ever injured?L/(S If yes, give details&rm mlmﬂiacaﬂm*
I

Have you any defects in hearing? j,[o In vision? 0 In speech? ”0

In case emergencgy

notif S I %sh{{f IFIL M iss 19—¢38- %L_é :
4 xidress ue No.

1 authorize investigation of all statements contained in this application. I understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, I understand
and agree that my employment is for no definite period and may, regardless of the date of
payment of my wages and salary, be terminated at any time without any previous notice.

Date (( -1-¥7 Signature U

Mistakes Perscnal Characteristics Suggested

* None * Self-affirming?

Point to emphasize: Did 2 good job of presenting the disability information in
a positive manner.
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Examples......Examples......Examples......Examples......Examples......Examples

7. PHYSICAL RECORD
List any physical defects IZ/C 41 Mg Zoss

Were you ever injured? A/() If yes, give details

Have you any defects in hearing? Yc¢§ In vision? A/o In speech? Lo
[ {

Tn case of emergency
notify j_gﬁm (20 (ntlawn [ 23-5% 70
Address Phone No.

I authorize investigation of all statements contained in this application. I understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, I understand
and agree that my employment is for no definite period and may, regardless of the date of
payment of my wages and salary, be terminated at any time without any previous notice.

Date %&_{i /987 Signature QMJ

Mistakes Personal Characteristics Suggested
* Might be able to present the * Satisfactory, but lacking
"hearing loss" in a more speci- explanation?
fic and positive manner * Maybe rushes through things?

* Address incomplete

Point to emphasize: Don't create unnecessary questions with your disability
information.

8. PHYSICAL RECORD
List any physical defects -

Were you ever iniured?gn If yes, give details%
Have you any defects in hearing? Uo In vision? (4¢€¢ In speech?ALo

In c-se of emgergency -
notify ﬂ%ﬂb:f& 1ua Peeun St., Hit .S)g'ngs £ gast
Address Phone No.

I authorize investigation of all statemnts contained in this applicaticn. I understand that
misrepresentation or anission of facts called for is cause for dismissal. Further, I understand
ard agree that my employment is for no definite period and may, regardless of the date of
payment of oy wages and salary, be terminated at any time .ithout any previous notice.

Date 91[ 3'/31 Signature {6

Mistakes Personal Characteristics Suggested
* None * Satisfactory?

Point to emphasize: If the person could have added "wear glasses” or in some
way communicated that the vision problem is not a big problem (if that is the
case), it would have made a better impression.
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Examples......Examples......Examples......Examples......Examples......Examples

9. PHYCICAL RECORD Cy -
List any physical defect&‘lewi@Cim r TbﬁJ. LLNC ll.)mkmss__
+ 1 7
Were you ever injuredAf{¢$ If ves, give detail& Dld’imwm

. ot ;

Have you any defects in hearingyfs,b s In visionh/#C %In speech? &K

In case\of emergengy LA L 50|

notif . i t 1’ ) ) -Db3
Addtess Phone No.

1 authorize investigation of all statements contained in this application. 1 understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, I understand
and agree that my emloyment is for no definite period and may, regardless of thr date of
payment of my wages and salary, be terminated at any time without any previous notice.

Date (.0 - ’)"g,) Signature \\C

Mistakes Personal Characteristics Suggested

* Presents a bad picture of * Tends to focus on physical problems?
physical condition

Points to emphasize:

1. He seems to take some pride in having so many things wrong.
2. Presents a bleak physical future.

10. PHYSICAL RECORD '?g '}2 )
List any physical defects ‘ roRgen  joue < _
o
Were you ever injured?\j€§ If yes, give details PW‘}D F] ¢ IA en‘*’
Have you any defects in hearing? ‘do In vision? AJO In speech? k}b

In case of C . :
motify - X0é Doe  2al Eim  Hot Springs IR (200 ,5-4 40,
Name T Add J

ress ' Phone No.

1 authorize investigation of all statements contained in this application. I understand that
misrepresentation or omission of facts called for is cause for dismissal. Further, I understand
anl agree that my employment is f°r no definite period and may, regardless of the date of
payment of my wages and salary, be terminated at any time without any previous notice.

Date - '7“& rl Signature Jh\f\ \DO-Q_ .—

Mistakes Personal Characteristics Suggested

* "Broken back" might L.ve been * None
presented better

Point to emphasize: Present your disability in the most positive light without
creating unnecessary questions.
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Examples......Examples......Examples......Examples......Examples......Examples

11. PHYSICAL RECORD @ . / /
List any physical defects O &x_l-
Were you evor in_’1ured'MOILMM;@SJ ive detailsﬂb”ﬁ 6’1)‘5_
o {

Have you any defects in hearing? In vision? =——— In sgAech7————

In case of e en
notify Y’
Name Address Phone No

1 authorize investigation of all statements contained in tlus application. I understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, I understand
and agree that my employment is for mo definite perlod ard may, regardless of the date of

payment of ny wages and salary, be terminated at any ti hout any previous notice.

Date LQ r] gq Signature Qézfi

Mistakes Personal Characteristics Suggested
* Inappropriate responses * Immature?

Point to emphasize: JAFs request (4 tual information not demonstrations of
humor.

12. PHYSICAL RECORD
List any physical defects s’\O\\d R\/G}f K‘QJ
Were you ever 1nJured"\/¢?If ves, giv. detaills vt/ &kd .
Have you any defects 1n hearing? Af](b In vision? /Cffj _In SPEECh?JA}QFf

In case of emergenc
notify

Naf: " Phone No,

I authorize 1nvest1gat10n of all statements contained in this application. I understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, I understand
and agree that my employment is for no definite period and may, regardless of the date of
payment of my wages and salary, be terminated at any time without any previous notice.

Date Siguature

Mistakes Personal Characteristics Suggested
* Problem with writing * Education?

* No signature * Head injury?

Point to emphasize: This person seems to be trying but doesn't show good
judgment to turn such an application in--should have gotten help some way.




13.

14.

Examples......Examples......Examgles......Examples......Examples......Examples

PHYSICAL RECORD

List any physical defects B'imnrv_d;gmgmﬁm_danmﬁs

Were you ever injured? p\lp If yes, give details pJp

Have you any defects in hearing? {jp In vision? Qlp In speech? Ma

In case of emergency
not:.fy S]

I authorize investigation of all statements contained in this application. 1 understand that
misrepresentation or amissica of facts called for is cause for dismissal. Further, I understand
and agree that ny employment is for no definite period and may, regardiess of the date of
payment of my wages and salary, be terminated at any time without any previcus motice.

Date b-1-27 Signature %au_m

Mistakes Personal Characteristica Suggested

* Using technical language * Inconsiderate?

Point to emphasize: Presenting disability information with technical teims
creates questions and draws attention to "what's wrong'" rather than '"what's
right."

PHYSICAL RECORD
List any physical defects ZﬂfS& 3

Were you ever injured? I1f yes,

Have you any defects in hearing? In visioa? In speech?

et g0 e sl S oo 12 ot

I authorize investigation of all statements contained in this applic-“ion. 1 understand that
misrepresentation or omission of facts called for is cause for dismissal. Further, 1 understand
and agree that my employment is for no definite period and may, regardless of _the date of
payment of my wages and salary, be terminated at any time without any previous notice.

pate _ (p-10-817 Signature ﬂ’/mﬂd‘..m.ﬂbl y

Mistakes Personal Characteristics Suggested

* None

Point to Emphasize: This person has a right to answer these questions in such
a way, because the questions are ililegal.

iote: Don't get into the discrimination issue in~depth at this point but do

iet the participants react from the employer's viewpoint to facilitate a
broader under.tanding cf the issue.
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GCuidelines.....Guidelines.....Guidelines.... Guidelines. ....Cuidelines.....Guidelines

Activity: llow to Best Report Disability Information

* Explain to the group that because they are prominent employers w.ih
hiring, interests in the community they have been asked by a placement
of ficer to speak at the local Rehabilitation Services office to a
group of people who are disabled. The tcpic th~y are asked to present
is "How to Best Present Your Disability on the Job Application Form."

* Have the triads discuss their ideas and make a list of the points they
would present.

¥ All,w 10 minutes,
* . gk triads to report in rotation. List points on flip chart.

* Sumrarize as appropriate,

33
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Motes......Notes.......Notes.......Mofes... ... Rgles.......Notes.......Notes.......Koles

Activity: How to Best Report Disability Information

The purpose of this activity is to help the participants consider
options in presenting a disability in a positive manner and to realize
the importance of doing so (if they choose .o answer these types cof
questions on JAFs).

Major points the triads should identify are:

1. Be as pcsitive as possible,

Example
Poor: ‘''Hearing problem" Better: '"Use hearing aid"
Poor: ''Back problems" Better: "Can lift up to 50 lbs."

2. Avoid medical terminology--use your own words to briefly state

disability.
Example
Poor: "Have retinitis Better: "Have visual disorder”
pigmentosa"
Poor: "C-5 Quadriplegia" Better: "Have spinal cord injury"”

3. Don't lie. If the employer is later surprised by your disability
at the interview, it could hurt your chances.

4. Given that someone should not be applying for a job that they
cannot do, attempt to communicate that the disability is not a
problem in terms of the specific job.

Example .

"Have dor: this type of work before and my limited motility does
not present a problem."

39 ..
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Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines

Optional Activity: Lecture on Discrimination

Ask the group if, for their companion job, they would only hire a
person of a specified 1) sex, 2) age, 3) race, 4) body build, 5) hair
color, 6) religion or any other type ~f characteristic.

Make the following points:

* If you had something like this in mind and would not consider a person
who was the "wrong" sex, color or whatever, you are discriminating.

* Discrimination is denying someone employment because of some factor
such as age that doesn't have anything to do with the person's ability
to do the job.

* Discrimination is a problem for people with disabilities.

* when employers have a mental picture/visualization of someone for the
job, which most people do, seldom do they have in mind a blind person,
a person in a wheelchair, or a person with any other disability.

* Discrimination in employment practices is common.
* People have a right not to answer discriminatory questions on the JAF.

* It is fair to specify what the person must be able to do on the job
and select on the basis of who can bes* .o the job.

Example: If you wanted tc hire someone to unload feed from a box car,
you should advertise for someone who can 1lift 100 pounds repeatedly
rather than advertise for a man. A woman who cculd throw you around
all day might apply!

* Facilitate discussion of the issue and maintain a neutral stance on
how participants should personally represent the issue. Your
commentary should be close to the facts.
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Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes.......Notes

Optional Activity: Lecture on Discrimination

This activity is presented as "optional" as the objectives of the
lesson are very debatable. On the one hand, idealistically, all people
applying for jobs would be able to recognize discriminatory questions
and practices and would refuse to answer them. On the other hand, and
more practically, an individual applicant's pointing out discriminatory
questions on a company's JAF and refusing to answer the discriminatory
questions would in most instances decrease their chances of getting the
particular job. Relatedly, there is the question of who would be in the
best position to confront discriminatory employment practices in the
community. It is the author's personal opinion that discriminatory
employment practices should be confronted. It is also the author's
opinion that the people who are likely to be in this training program,
as a group, would not be prime candidates for this particular advocacy
activity. It is the author's experience with JAF training that program
participants frequently discriminate in the pretend hiring situation.
Within the time restraints of the program the author has not been very
successful in providing information which decreased the disriminatory
pretend hiring practices of the trainees.

Perhaps it might be best not to address the discriminatory issue in
this particular training context. On the other hand, it is justifiable
to provide people with the facts in matters relevant to them and to
support individual liberty in such matters. In my personal opinion, the
primary danger in addressing the issue is that the training experience
could result in some trainees taking a confrontive approach to
discriminatory questions on the JAF task and being continually denied
employment.

There is an obvious need for discriminatory employment practices to
be confronted, but the trainer must ask her/himself if the people
participating inthe program are suited for the task with only limited
preparation? And, is it fair to influence them to do so? I think not.
Their options and opportunities for employment are often limited to begin
with. If a person is applying for a job she/he needs and wants, there are
probably better and more practical forms for advocacy. Also, this program
would not prepare participants to serve as effective advocates. If you
wish to take a stand on this issue and influence participants (the
trainer can often influence the trainees), I would think your primary
would point be "it's your choice." I would also think it good advice to
suggest that they coordinate their advocacy efforts through a local
independent living program or an Equal Employment Opportunity office and
point out the probable consequences of independent advocacy action with
an employer.
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Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines.....Guidelines

Activity: Develop Reference Informaticn Questions

The training process for the Reference section is the same as the
previous section. That is:

* Give triads ten minutes to determine the questions they would ask.
* Triads report while instructor lists questions on flip chart.
* Review examples (Series H5).

Remember to meet the objectives on page 17.
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Noies.......Notes.......Notes.......Notes..... . Notes.......Notes.......Notes...... Notes

Instructor's Aid

This is a list of items usually requested on the reference section of
JAFs. The list includes a reason/rationale for each question and a prompt to
solicit the question.

Full name and address

* Need in order to contact

Prompt: You certainly would want the references' names wouldn't you?
Phone number and area code

* Need in order to contact

Prompt: If you wanted to check the reference out, how would you get in
contact with the reference?

Type of occupation or relationship
* Reflects type of friends/interests the applicant has

Prompt: Would it be helpful to know the “type" of relationship the
applicant has with the reference or what the reference did for a living?

Length of time known

* References from persons who have only been acquainted with the applicant
for a brief period of time cannot be given much weight.

Prompt: Would it make any difference if the reference had known the person
for one week as opposed to five years?
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Examiples..... . Examples.....Examples......Examples......Examgles......Examples

1. REFERENCES

(Give below the names of three persons not related to you, whom you have known at least one year. )
Years
Address Business , Acquainted

U2 Ko, St 10
20

——

A

Personal Characteristics Suggested

* Sloppy * Careless?
* Addresses incomplete * Neglectful?

Point to emphasize: Part of an address is no better than no address.

2. REFERENCES

(Give below the names of three persons mot related to you, whom you have known at least one year.)
Years
Name Address Business Acquainted

Wir. Tom Freenun 1SKC, 14 &WM_QML&&/ /
V771025 RN 72 1.3, Beubn, (2 | Teacher | ¢
/e, Avin &cm £ ﬁﬂ}z jj’;)jl, Ben"/?@ j,ééb bor-lTwh =

Mistakes Personal Characteristics Suggested
* None * Attentive?
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Examples.....Examples......Examples......Examples......Examples......Ex amples

3. REFERENCES
(Give below the names of three persons not relatsd to you, vhom you have known at least one year.)
Years

Name Mdress Business Acquainted

-

o, fRinll CZ o2 S il) &Sl 7
ﬂi ooz o 4 L2l o JTER é/ﬁ:: 5_7: ﬁsi/zéé_‘_] S D

Mistakes Personal Characteristics Suggested

* Only two references * Disinterested?
* Doesn't have three perople who will

speak positively of him?

Point to emphasize: Always give the number of references that an application
requests.

4. REFERENCES
(Give below the names of three persons noc related to you, whom you have known at least one year.)
Years

Address Business Acquainted

- b
Lo yﬁé Hirngs Ol 2
Mi&iﬂ@m@ﬂ Minisder |10

“thoms Alen
thous Mo Loniaey

Mistakes Personal Characteristics Suggested

* None * Responsible?
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Sxamples... Examples.... Examples,.. Examples .. Examples. . Examples

9. REFERENCES
(Give below the names of three persons not related to you, whom you have known at least one year. )
Years

Name Address Business Acquainted

’nlﬂi\lﬁ!b' LIV _
Mistakes Personal Characteristics Suggested
* Hard to read < Sloppy?
* Information not inside boxes * Careless?

6. REFERENCES
(Give below the names of three persons not related to you, whom you have known at leasi one year.)

Years
Name Address Business Acquainted
Amos Ramsey 713 Ash St., Little Rock | Penn Chemical 10
Todd Jamison 513 Bluff St., Camden, AR Attorney 7
Susan Todlock 211 Ivy,St,, Malvern, AR| Family friend 15
Mistakes Personal Characteristics Suggested

* None * Conscientious?

Point to emphasize: The p¢ :on who had this application typed couldn't write
very well. He took the ap; :ation home and had a friend type it. Creates a
good impression--doesn't i If it had been poorly written, the
application probably would have been throwu out.
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Examgles.....Examples..... . Examples......Examples......Exanipies......Lxaniples

7. REFERENCES
(Give below the names of three persons not related to ynu, whom you have known at least one year.)

Years
Name Address Business Acquainted

33 Main 5., N.S¢ring, A€
E’ﬂm’" ﬁp’?n%l donesj)yﬁmuba_(a_

aj) Carcten Ave. #ofﬁcar_g.ﬂ(%c (eaneed ¢
¢’3 m ’ °
? e Sty Hdwa’ 2190 lwm.?l‘g U T

Mistakes Personal Characteristics Suggested

* None * Obliging?

Point to emphasize: Even added telephone nimbers. That comes across as a plus.

8. REFERENCES

(Give below the names of three persons not related to you, whom you have known at least one year. )
Years
Address Business Acquainted

D Rodd Serso ooz Coscnnd s U.S. V1S Med G| Lo
' o 23 Cothrad Bue. B-S. |H.S Med G| d
K, Qpeeph, ¥uriev| (49 Yk S LK, AR Bopghist Med Cdr |

v

Mistakes Personal Characteristics Suggested
* All references are doctors * Qver concern with illness?

Point to emphasize: The type of references that an applicant lists reflects
his/her personal characteristics.
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Examples......Examples.....Examples......Examples.....Examples.....Examples

9. REFERENCES

(Give below the names of three persons not related to you, whom you have known at least one year.)
Years
Address Business Acquainted

Dza Qovps Ul C Sty Carkon 8 umedfatin)_ 26
' SN
M(l/ Ez-l ) s

Mistakes Personal Characteristics Suggested

* Used family as references * Can't follow directions?

Point to emphasize: You can expect relatives to give you a good reference
regardless. This person's use of only family references suggests that no
one else may speak highly of her.

10. REFERENCES
(Give below the names of three persons not related to you, whom you have known at least one year.)
1

Years
Name Address Business Acquainted

ﬁcﬁmsz._f:bi_ w None l

) erson .
_s.zal‘w_ﬁe.btan_p_OLLL‘*ﬁ&. HS, AR e [ R e
Cﬁﬂl\m—_&n‘); Mwﬁ None || LQ%_:

Mistakes Personal Characteristics Suggested
* "None" for business * May have a hard time getting the point
* Lists references known less of things?

than a year * Can't follow direction?

Point to emphasize: The idea behind the "business" category is to determine
what kind of relationship you had with the person. It carries more weight to
list people who have known you for a longer period of time.
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Examples......Examples.....Examples.....Examples......Examples......Examples

11. REFERENCES

(Give below the names of three persons not related to you, whom you have known at least one year.)
Years
Name Address Business Acquainted

il Cepge | Wele Seinog s Pkl ®elol 7
A, e Rdions e e AV ke 2,
Q)\\ou& Opo ket | o alerenns (St Jun (

Mistakes Personal Characteristics Suggested

* Incomplete addresses * Doesn't follow directions, careless?

Point to emphasize: This application is written in long-hand which is usually
a mistake, but this person writes so well I'd say it is okay.

12. REFERENCES
(Give below the names of three persons not related to you, whom you have known at least one year.)

L
[

Name Address Business Acquainted
m Dodesr IG)GM_M_B_@A-_

/ Rhdbegs 240 SurlSt, L  Musidter | 8 e
Lour. Wik Sl |43 ©'Sh Muym, OL. Minister é:;.p@_

Mistakes Personal Characteristics Suggested
* All ministers * Poor judgment?
Point to emphasize: Listing only ministers is the same as listing only family

members as references--they are less likely to present a complete picture of
your character.
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Guidelines.....Guideliiies.....Giiideliiies.....Guidelines.....Guidelines.....Giiidelines

Activity: Making the Final Selection

Make final selection by stating:
* "We have sorted a lot of applicationms.”
* "Let's say we have 20 JAFs that are in good order."

Question: "What will we use to cut it down to the three or
four appnlicants we will interview?"

* Facilitate discussion.

Answer: "The ones with the right occupational or job skills."

Lecture/Summary

Ask the question: "What is the purpose of the JAF from the amployer's
point of view?" Facilitate discussion.

Answer: '"To sort people out; to cut down on the number of people to be
intervi.ewed."

Make the following points:

1. The employer does pretty much what we did--look for mistakes and
sloppiness and discard all but the ones with the best appearance.

2. When you apply for a job and are required to fill out a JAF, your goal
should be to look good on paper so you can get an interview.

3, 1If your reading and writing skills are not good enough to do a good job
on the JAF, do like the person did who applied for our job; take the
JAF home and get someone else to fill it out if that is allowed.

4. 1In some cases you may be able to give the employer a completed
personal data sheet that you tzke with you when you apply for a job.
This would be more common with smaller companies. Larger companies
usually want your information on their standard JAF.

5, 1If your reading and writing skills are below par, it is possible to
improve them to the point where you can do a good job on the JAF. As
these skills are important in many areas of life, improving reading and
writing skills is a pood idea penerally.
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Guidelines.... Guidelines.....Guidelines.....Guidelines.....Guidelines.....Cuidelines

Activity: Personal Data Sheet
I

* Hand out two copies of the Personal Data Sheet to each participant
* Explain the value of their having a completed Personal Data Sheet.

Options:

*

The participants can comp®te as much of the Personal Data Sheet as
they can at this time and fill in the blanks later.

*

They can be instructed to take it with them, get all the needed infor-
mation and complete on their own. This is a preferred option if they
can be given a deadline to submit the completed Personal Data Sheet to
you, their counsclor or some other person who will check it for
correctness.

*

1f resources are available, it is helpful to have the completed
Personal Data Sheet neatly typed and to provide the client with
multiple copies to be used in job seeking.

Post-test
Hand out the JAF and instruct participants to complete the form.
Options:

1. As the participants complete the JAF you can correct them and provide on-
the-spot feedback and recommendation for improvement.

2. You can take up the completed JAFs, correct them later and either you,
the counselor or some other appropriate person have a feedback planning
session with each client.

Program/Instructor Evaluations

Hand ovt the program and instructor evaluation forms and instruct
participants to complete them.

Checks

As participants hand in their evaluation forms, present each participant
with a check which was made out to them in the amount of $10 million. (Checks
to be photocopied, completed and used in the training are included in the
Appendix.)
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Notes....... Notes.......Motes. ... Notes....... Notes.......Notes.......Notes.......Notes

Checks

You may be able to get your local bank to contribute some "play money"
checks.
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[ Y]

PERSONAL DATA WORKSHEET

Name: Social Security No.:

Work Telephone: ( ) Date of Birth:

Present Address:

Length of time: Home Telephone: ( )

Permanent Address:

Length of time: Telephone: ( )

In case of emergency, notify:

Telephone: ( ) ¢ )
Physician's Name:
Address:
Phone No.:( ) Date of last physical:
Education
TO FROM Diploma
School/Address mo | yr | mo | yr or degree Major courses
| l | 1
R R l l
l | : l |
1 R R | L
1 | l | |
R N | l
GED?: Date received: Location:




Special Skills, Abilities, Training, Etc.

Armed Service

Employment History
Jobs Held

Organization Name, Date | Salary | Position/Duties/ |Reason for

Address and Phone From| To | Beg. | Ending! Responsibilities Leaving

|
|
|
l
|
|

|
|
Ll
I

._-__._,__.L,___L.__}_____}___L__.__.__

I

|

|

|
| l
i |
l |

Related Medical Infurmation

llobbies, Leisure Activities, Interests, Miscellaneous

L




References

-

-



APPLICATION FOR EMPLOYMENT

PERSONAL INFORMATION Social Security
Date Number
Name Age Sex

Prosent Address

Permanent Address

Phone No. Own Home Rent
Date of Birth Heipht Weight Hair Color Eye Color
Married Single Widowed Divorced Separated
Dependents Other Citizen Yes
Number of Children than Wife or Children of U.S.A, No
1f related to anyone in out employ, Referred
state Name and Department by
EDUCATION
! | Years ‘ Date ! |
Name and location of “chool | Attended | Graduated !subjects Studiod!
| ) [ !
l | | | |
l | |
Grammar School } ! |
|
| |
! ] I
Migh School | l |
)| 1 i
| |
College ! :
o ) ‘
|
Trade, Rusiness or : i
Correspondence ' %
School ! ]
Sub jects of Special Study or Research Work
what Foreipgn Lanpuages do you speak fluently? Roag Write
.S, Military or Prosent Mambership in
Naval Service Rank Natilonal Quard or Reserves

Activities other than Religious
(Civic, Athletic, Fraternal, etc.)
FXCLIDE ORGANTIZATIONS, THI NAME OR CHARACTIR OF WHICH INDICATES TIF° RNT,
CRFFD, CXHJ?%(W{ NATTONAL ORIGIN OF TTS MIMRERS

Contirued on Back




EMPLOYMENT DESIRED

Date vou salary
Punitiorn Can start osired
If so, may we inquire of
Are vou aploved now? vour present omplover?
tver applied to this company before? Yhere Lhen

FORMER FMPLOYFRS (1.ist below last four amplovers, starting with wo t rocent. )

hate 3 ‘ Reason for
‘bnth and Year Name and ddress of Haplover Dol Position feaving
1 ! : ,
. ! J i [
t'rom l , i
| | i
To ! ' ! '
'~ ! R !
. ' | !
From ' ' ! I
1 | | |
To | ! | !
! — ! }
From i 5 ’
! l |
To ! L !
! B !
From ’ ] |
! !
| | |
To | L ! |
REFERENCES
(Give below the names of three persons not related to vou, wham you have known at least one year.)
Years
Name Address Business Acquainted
[}
| L |
|
| | |
| | I
PHYSICAL RECORD
LList any physical defeocts
Were vou ever injured? 1{ ves, give details
ffave vou anv defects in hearing” In vision? In speech?
In case of cmersency
notifv
Nane Xldress Phone No.

I authorize imestication of all statements contained in this application. T understand that
mistepro<ontation or anission of facts called for is cause for dismissal. Further, T understand
and  arree that ov employment is for no definite period and mav,  reeardless of  the date of
pament of ov wages and salary, be terminated at any time without any previous notice.

Date Signature

- 1

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

Trainee's

Instructor

Evaluation of Program

Proeran Title

=13
!Kxcnllonr]vav Good  \woerasoe

How appropriate is this pro-
sram for helping people pre-
parce to get a job?

T

Fair

I

Poor

. mgpme— = e

1
|

How well do vou think the
activities in this program
will actnally help people to
improve their ability to get
a job?

T R

i
I
!
|

How stimulating and inter-
esting did vou find the pro-
gram and materials?

——

)

i
l
l
!
|

Hlow well was the program and
materials organizoed?

—

— e ¢

[

How would vou rate the balance

of activities such as lectur-
ing, demonstrating, practic-
ing, discussions, etc.?

llow would vou rate the overall

value of the prcogram to you
personally”?

low would you rate the chances

that vou will use what you
have learned in this program?

10,

1.

In what way will you use what you have learned in this program?

The amount of time devoted to this program was:

too short,

about ripght, or

In what way could we improve the program?

Additional comments (use back if necessary):

too long.

P—a
b




Trainee's Evaluation of Imstructor

Instructor's Name Title of Progpram

Directions: Please answer the following questions as honestlvy and completely
as possible. We request this information so that the instructor may receive
feedback which will allow her/him to improve teaching methods. Do not put your
name on this form. Thank vou.

A. Rate the instructor on the following:

Fxcellent |Very Good|Averape| Fair Poor

1. How well did the instructor
introduce the class and its
ob jectives?

2. How well was the instructor
prepared to conduct this
class?

3., How well did the instructor
manage the class in terms of
moving the group, getting
started on time, etc.?

4, How well did the instructor
present the material in a
concise and understandable
manner?

5. How well did the instructor
demonstrate enthusiasm
throughout the class?

6. How well did the instructor
encourage, praise, or other-
wise help people to get
involved?

7. How well did he ... *ntain a
respectful and helpful
manner?

8, How well did the instructor
recognize and accept feelings
of group members?

9, How well did the instructor
communicate to you the free-
dom to express your ideas?

10. How well did the instructor
summarize and .larify major
points?

11. How well did the instructor
maintain the interest of the
~group?

12. What overall rating would you
give the instructor?




B. Point out two things vou believe the instructor could work on to improve

her/himseld a  an instructor,

o, Attirional comnents:

o

ERIC

Aruitex: provided by Eric



1.

2.

3.

SERIES H-1
Personal Information Examples

PERSONAL INFORMATION Social Security
Date .. /1- %7 Number 2/2- .?3 ié[l}

Name ﬂmgg ZZ; (ﬁ” & Age /¥ sex M

Present Address §¢/ hf. Mﬁ F7
PermapveE;_Agclress% , . ﬁ X S K

Phone No. g Own Home) Rent

Date of Birth Heighr,ﬁ_’z:vleight/'z_{ Hair ColoLBr Eve Colorér
@arried ) __ Single Widowed (Eivorced 2 Separated

Dependents Other Citizen Yes 3¢
Number of Children J/OKL& than Wife or Children Uang of U.S.A. No
If related to anyone in out employ, Referred
state Name and Department - by —
PERSONAL INFORMATION Social Security

pate ¥-2 ¢-K7 Number 3.2 =94 -47%5
Name Sgnupla Doualls ALviv Age 37 sexYALE
Present Address PL 0. /QOX \7}‘“1 DA[\\ME AK
Permanent Address 720 (OAklAwN Hot Sorincs
r A
Phone No. 495 c,7 Yo, Own Home% Rent
/' h . .

Date of Birth 5"1’ 4X He1ght5_{0 Weight/9G Hair Colp_ﬁ‘wgye ColorGreen
Married Single Widowed Divorced \/ Separated

Dependents Other Citizen Yes/
Number of Children Q than Wife or Children of U.S.A. No
If related to anyone in out employ Referred
state Name and Department UA by ESD Ho'f %{“Ug(

PERSONAL INFORMATION Social § it
Date 2’//"@ oo egl::\tl)e};cé(;'é’% 'Zﬂ/

Date of B}‘{th
Married L/ ifigle Widowed Divorced Separated

Dependents Other /M Citizen Yesw""
Pumber of Children QB than Wife or Children of U.S.A. No

1f relat'd to anyone ir?ls’ut emp%\_\ "/ Referred
state Name and Department by —~——




4.

S.

VFRSONAL INFORMATIOR Socia. Security

Date 7—’_/' ‘1'7 _~f{\1mber‘33X"?"’j',]’

Nane

Present Address a

Permanent Address

Phone No. m -$ X - lJ Own }dh.ue Rent
Date of Birthl ’ﬂla__ e g'ht,sx Weight @Hau color Eve Color BL

Marriedj Single Widowed Divorced Separated
Dependents Other Citizen Yesy”
Number of Children '7 than Wife or Children O e of U.S.A. No
If related to anyone in out epploy, We gre all JHhe Referred
state Name and Department W
PERSONAL INFORMATION Social Sccurity
Date %- 90\— ! \Iumber‘{'-up—gg*L}‘H\

%l_ Own Homne Rent -~
Date of Bi HeighQS'Q"Weiiht ~~ Hair '.L'olorBCEye ColorB{‘

Married Single Widowed dl:vorc e? Separated

Dependents Other /{/ Citizen Yes(~
Number of Children | than Wife or Children //On9  of U.S.A. No

If related to anyone in out employ, Referred
state Name and Department —_ b w

PERSONAL INFORMATION Social Security
Date 2-1/-%2 Number 446-3¢- 233/

nane Alshly Stuart (they call e Stud 1) age 15 sex¥it

Present Address 'b“h, I |5QL a‘ql E\QL!LL\ af‘

Permanent Address

LIV
Phone No. J_%-fg.}q n_Ho Rent
Date of Birt d: 20, 191) Hei ghﬁ Q'Wegght I'L'a Hair Color ye Color

Married OWAf}[Smgle Y(j“ 5C”W1dowed Divorced Separated
? Dependents Other Citizen Yes/
Number of Children « '+ ¢ than Wife or Children A/[) of U.S.A. No
If related to anyone in out employ, o Referred
state Name and Department '3 by Nb
) - 4

L1G



7.

PERSONAL INFORMATION Social Security

Late 2'2'2 21 Number 4\2“0/"35@
Name Myuhﬁ CM[‘Q’L‘_LQﬂ . A&em Sexr—-
Present Address Mim%/’&
Permanent Address jm &

Phone No. Q&L:)m Own Home Rent /
Date of Blrthiﬂ_ MHe:.ﬁxtﬂWe:.ghm Hair Colc;@lize Colo&)

Married ‘/ Single Widowed Divorced Separated
Dependents Other Citizen Yes/

Number of Children a than Wife or Children n of U.S.A. No

If related to anyo.ie in out employ, Refe red

state Name and Dep .rtment A — Mﬂ r

PERSONAL INFORMATI N Social Security

Date L-p7-¥> Number $£90 - QL -4/077
Name MU ////omis ._@a@; YDV Age D/ Sex/}BrLe
rresent Address 2 2.7 A7Zn7 .S Z&éz /,3?{1{20[2 L 22902
Permanent Address 22 7 LM S 7/CEET /3&1(/70,:/ /e 72502

Phone No. S/ - 2 &> ~ 32</9 Own Home MO Rent /&S
— 7

Date of Birth /‘-jj:é_" Height570'ﬁeightjé$ Hair Colo&mzﬂe Color&l(g
Married Single L/ Widowed Divorced Separated

Dependents Other Citizen Yed/
Number of Children (O than Wife or Children Vo) of U.S.A. No
I1f related to anyone in out employ, Referred
state Name and Department vy ZSTRUCTIIC

PERSONAL INFORMATION social Security Vonit hne
Date s | \ Number p/s9by Il
Name @ Age

Present Address

wum&;é__ﬁm&m_ﬁx%._m%
Permanent Address S’a.w_ ]

Phone No. ‘felp-f ? ) | ‘Q? Own Hnme @j

Date of Bu'th‘ / / OHelghtSII Welghtiggﬂalr Color B Eyve Color f{

Married Single Widowed m Segarated
B o
Dependents Other Zitizen Yes
Number of Children l than Wife or Children of U.5.A. No

1f related to anyone in out employ, Referred
state Name and Department -_ by

11



10.

11.

12.

PERSORAL IRFORHAIIONDate QJ_E) 9'_1 Social Se;t:;i;z LL%'QC]- 573

Name T Q€ .‘ Y\ Y ! -

Present Addre)s ‘ (X. od {) 1) 1 NLEe

Permanent Address .o NA Y- SVi Lc.,_m_l_ﬁé_a&zﬁll

Phone No. ’7!@7 3338 m Own Home @

Date of Birth ? ao —"al Heigh55 '7 Weightij Hair Colo .’; Eye Coloa”el

Married JQ[‘{/ Widowed Divorced Separated
- N {

Dependents Other Citizen Yes/
Number of Children Lm,)_e than Wife or Children )\)mljé of U.S.A. No
I1f related to anyone in out employ, Referred
State Name and Department W by J/

PERSONAL INFORMATION Social S t
Datj"/ 4 ) 3 9 ocial e;ﬁ;;e}é/w.‘w(
Name e E .Lé AL - 3 Sex

JIJC‘LL 14&7 7/903—

Present Address

Own Home

Phone No. S—a!'
Date of Birth 3-&

2 Hair Col

Married m’ Widowed Divorced Separated
Dependents Other Citizen Ye]r/.

Number of Children /2_0)’) than Wife or Children /7 6p of U.S.A. No

If related to anyone in out employ, Referred

state Name and Department 210 by

PERSORAL INFORMATION O\;’) N\ Social Securit 150094

(PP @ AV “lu _ A q sex \—
Present Address 4' (Y E\ Q

Permanent Addres AN (‘“ (] . ] o

Phone No. /'; % A '—9*‘—1"’\'?5 C Own Home Rent

Date of Bu‘ . "6'% Hex&htaln Wel.Lt Hair Colob Eye Coloéaw\

Married ngle Widowed Divorced Separated
Dependents Other Citizen Yeo™

Number of Children than Wife or aildren of U.S.A. No

If related to anyone 1n out employ, Referr
state Name and Department @ij by




13.

14.

1s.

PERSONAL INFORMATION Social Security

Date Qﬂ-iq Number g;‘ivﬁkﬂg
Name_j:m‘ug Izarl-ﬂra_ Sup‘ Age Q% sex F
Present Address | {. : 71
Permanent Address me.
Phone No. Lald-Kbda Oown Home X Rent
Date of Birth (p-3-SB  Height 5 Weight |2d Hair Color%e__g_c&cﬁm
Married X  Single Widowed Divorced Separated

Dependents Other Citizen Yew”

Number of Children X than Wife or Children [\\ML of U.S.A. No
If related to anyone in out employ, Referred
state Name and Department ane by r
PERSONAL IKFORHA‘IIONDate Se79-K0. Social Se;::;;:ig’-%_,'a‘,
Name \ i Sex
Present Address )8i - T M w
Permanent Address e —

Phone No. CPQL-OLI Own Home Rent ‘5{
Date of Birth Q'm}lughts_7 Qezght)bz Hair Color BvEye Color

Married Single Widowed Divorced Segaratgycs_
Dependents Other Citizen Yest~—

Number of Children @ than Wife or Children of U.S.A. No

If related to anyone in out employ, Refegged

state Name and Department My by Aoy

PERSONAL INFORMATION 8_‘ 1"—‘8 1 Social Security

Date Number?)?/"‘o <0
Name DO(C C_ ‘ ;J————:Zﬁ/

Present Address ]mm_lfﬁiﬁ&f I L’;lvpﬂlflc\\lﬁ' @'&

Permanent Address

Phone No. ’z =4S ) Own Home {/O Rent

Date of Birth Height l&' Wexght[éx Hair Col&é{@ye Color

Married Nﬂ ‘U&USmgle Vﬂ[{ be}}:.dowed Divorced Separated

Dependents Other Citizen Y6
Number of Children . than Wife or Children U° of U.S.A. No

If related to anyone in out employ, Referred
state Name and Department N o by Ao one




SERIES H-2
Education/Training/Skills Examples

1. EDUCATION Years Date
Name and Location of School Atiended | Graduated [Subjects Studied

Gramer School | N6 L|ﬂk Eodz, &K lg; 127 M_‘

b 19m | EY

High School

College

Fayetteyile 8¢
Trade, Business or

cortemieee | 1] WA | N4 | YA
Subjects of Special Study or Research Work MM{_M n
___ea%mghv_mmd_smhgs,u

What Foreign Languages do you speak fluentl Write
tary or t in
Nsval Service Rank N_’_A National Guard or Reserves "M
‘Activities other than‘Religious

(Civic, Athletic Frat:emal etc)

CREED, (XXIRCRMTIQVAL(RIGIN(FITSM

2. EDUCATION ) Years Date .
Name and Location of School Attended | Graduated |Subjects Studied

Grammar School W/E’ Q P22/ 520:’/‘4/

LAt 2ee %‘ﬂ‘ﬁ Setva/ | /%eomvﬁ":-j

High School ws /PP & | /o2 | fDusine

Mﬂ" (rhapsas | Migjor-Sust
College /cdi,y elevile, Y L 1 5&1 {liner -Com

Trade, Business or A/ A
School 2B A

Subjects of Special Study or Research Work Mn@

what Forei do you speak fluently? Read Write 45
.9, itary or t in
Naval Service / Rank '/ National Guard or RmervesW

Activities other than Re ous
(Civie, Athletic Fratemal ete.)

CREED, MWMTIMCRIGINOFIBMERS

ERIC 110




3. EDUCATION . Years
(Rane,and Location of School Attended Graduated Subjects Studied

- o . %‘ﬂ -

i s 4 s

College \t; A Wh ya —
Trade, Business or > Q/Q/ \ .
Cor:res'pondenschoo1 ce JL- ’Q“)X 1

Subjects of Special St or Research Work

4 )
—
What Foreign LanguagesNio you speak fluently? \{L\ﬁ’j\ﬂ _/ Reuad ——Write -
U.S. Military or —~ Present Vembership in
Naval Service \'{1 D /-——-Rang Natiopal Guard or Reserves
Activities other than Religious ]
(Civic, Athletic Frabemal etc.

4. EDUCATION Years Date
Name and Location of School Attended | Graduated |Subjects Studied

| I3en To) EAL MENTARY |
Gramar School m AR |- ¥ L‘f)-zf-v’h &Sn'c.
Bentot-Westsipe H-S.
High School B&N‘Iod, .4*2 ﬁ"\l 5.22-%2 Gguﬂ

College D

' : UILDING
Trade, Business or ..LLSzunga&ﬂ&ﬁ.Cmb’ MAINTENAE
"™ et Springs, ARdushs | | 19-347 | FRoeRam |
Subjects of Special Study or Research Work 5m4 ” W

What Foreign languages do you speak fluently? NON & Read Write
U.5, Military or Present Membership in
Naval Service N [/ Rank National Guard or Reservesf/é

Activities other than Religious ) >
(Civic Athletlc Frat:emal etc.) A a:l c _ DX [/

CREED, mI.OR OR NATIONAL (RIGIN OF ITS MEMBERS

N

«“ .}



5. EDUCATION Name and Location of School A}.‘et:?!ed Grzttfited Suhjects Stulied
DAKLAWN. Roys Scheor] © Y71 May
Gramar School | WESTFAWS | Ot;‘jo //q;z /" 190 | GEIVE RAL
Hot Spr‘mq.s /—/:g,’! Jcﬁ_L | 4 yrs. ey
igh school __| [at Sprinas AR 19618 1 a0 | GENERAL
HENDGI@SIJU B@D W Oa /"»;p;i: SSfé’ N\a/
e |000NGe. Springs, TX. Ladgig 1969 | Psychdey
Tr&age, Bum;l\ess or Badv \s F N € Y A—u :80 {Bﬂa\y){dﬂf'
ool @uaoam Vo-Tech ifﬁzﬁl Ty g /fepm&
Subjects of Special Study or Research Work Nb Né
vhat Foreign Languages do you speak fluently? Germ a Y\ Read /-Write. v~

U.5. Miiitary or
Naval Service U S. A"ﬁW\\/ ' National Guard o

Present Membership in

A

r Raserves

Activities other than Religious
(Civic Athletlc rratemal etc.)

CREED), COIDRORNAI'IO!\ALORIGD!OFI'ISWH!S

6. EDUCATION Years Date
Nare and Location of School Attended | Graduated [Subiects Studied
Queapnt Wl €\ Aoty a\s - (N
Gramar School | € ey | AR G\ 19 Gev\erc\,\
High School ?egxm " AR A 1479 Dusiness
N y U ;‘1:4,!%\ L
) - N ‘. 3o b
College WG O\G\Q\A U, M VAT AR 1xtien. Ko
Trade, Business or Mo[\(’/ I .
Correspondence |
School 1
. . (\/ ‘o :
Subjects of Special Study or Research Work \UO( LTI ST NN
' -
. C WM L. M
What Foreign Languages do you speak fluently? t\} ANC Read “':r -  Write L(,\
U.5. Military or . Present Membership 1n
Naval Service M I Rank l\” ﬁ Matimal Guard or Reserves f\) 0
Activities other than Re

{fivic, Athletic Fratemal etc

) D w ceﬂs

CREED, CDIDR ~v. NATIONAL ORIGIN OF I’['S MEMBERS

12;



Years Date
7. EDUCATION _ Name and Location of School | Attended | Graduated |Subjects Studied
{ T,Q.Um;_g.\_&mgn:ﬁnf_

Grammar School /4 HL& | '\ﬁQ.l‘\‘ FR (‘e

High School

College

Trade, Business or | |-€

(brresporxience

School ocriHon, A€

1919 mw:l%
Subjects of Special Study or Research Work AC&Q&_MMA_L
(Ooynmunitis (L] eae

what Foreign Languages do Xou speak fluently? Mbﬂe Read NO  write MQ
U.S5. Mlitary or Present Membership in
Naval Service UD Rank National Guard or Raserves

Activities other than Religious
(Civic, Athletic, Fraternal _etc )

(REE)L(DIKR(RNATIWAL(RIGINOFITSMH?S

8. EDUCATION Years Date
Name and Location of School Attended | Graduated [Subjects Studied

Grammar School

High School | Aeegtom
7/

Cnllege

Trade, Business or

Correspondence
School

Subjects of Special Study or Research Work M

what Foreign Languages do you speak fluently? én&l'%&\ Read \[fe&s Write ey
U.S. Military or Q) “PrefSent Membership
Naval Service Rank National Guard or Rese

Activities other than Religious

(Civic Athlet:.c Fratemal etc.)

CREED, CO[[RORAATIOI‘IALORIGTNOFI’ISMH!S

)
LS o

ERIC - -




9. EDUCATION Years late
Name and Location of School Attended | Graduated |Subjects Studied

%% Late

hah |

Grammar School
riog Lode thil G, Gesies
High School 6 / 75/ SC/'CQQQ
College o

Trade, Business or
Correspondence
School

Subjects of Special Study or Research Work Q/.'/L/ M‘ o K AN

what Foreign Languages do you speak fluen_t_ly?ﬂ/] JVC/Z/ Z J/%%g Oé'%()t/ﬂ
U.5. Military or A/ 0 t ship 1n

Naval Service Rank National Guard or Reserves
Activities other than Religious .
(Civic Athletlc Fraternal, etc. ) Cr (st n

CREED, (IJMRORNAHMORIGINOFITSMH!S

10. EDUCATION , Years Date
Name and Location of School Attended | Graduated |Subjects Studied
LLA}( a.mgH‘m
Grammar School ( o1 &g H d:mﬁHﬂ n, [,-,
1 [— N
C a,lge, Hﬂmﬂ‘ﬁﬂHﬂékT S@'KQ
wigh shool |/, o ketamelton A4 c |91 | Histun
— ¥ = - /‘l"-‘
s |
waliege - I e — ]
Trade, Business or ggaalaml “n. Q,A‘h% e. '
Correspondence I t
“chool MM | 1451 | [3uSine s
Subjects of Special Study or Research Work }QD
what Foreign L uages do you speak fluently? Mg Read Writn
U.3. Military or ‘Present Membersiip in
Naval Service AD Rank National Guard or Reserves W

Activitles other than Religious

(Civic, Aghleticf Fratemals etc.) % 0% é 2 "1‘134"
- - ”I}{IZ RACE,

CREED, COI.[R OR NATIONAL ORIGIN OF ITS MI'NBERS

ERIC 23

| -




it. EDUCATION . Years Date .
___ Name and Location of School Attended | Graduated [Subjects Studied

A ohns

Gramar School =
CutterMorpies \Sh r {0 L /)
High Schaol - I q 7L) (561}6”6/—][-
College

'I&:ége, Rusiness or GMLA’N'&Q
el | VD - TECH

Subjects of Special Study or Research Work NOME;

What Foreign Languages do you speak fluently? N 0 ‘VIF-— Read Write
L Present Membership in /&

U.S. Military or

Naval Service Qé [ Rank Nat1onal Guard or Reserves
Activities other gilous
(Civic, Athletic, Frat:emal etc.)

CREED, mmmMmmmmmm

12. EDUCATION

‘ Years Date
Name and Location of School Attended | Graduated |Subjects Studied
Grammar School U P Al Lo

bigh School | Wﬁn’&? L P | pes
# c f ”74.)0& 7y
College e, S ¥ V2o C'Qﬂzeftlé_d

Trade, Business or
Correspondence
School

Subjects of Special Study or Research Work ﬁamémégﬂgngy
%@4 L2 P pagre e o ;‘gﬁa; Zre.

What Foreign Languages do you speak fluently? ﬁﬂﬁ Read Write
U.S. Military or " Present Membership in
Naval Service 1& Rank R National Guard or Reserves
Activaties other than Reﬁ{ﬁ

(Civic Athletlc Fratemal etc.)




SERIES H-3
Employment History Examples

1. EMPLOYMENT IESIKED

Dat. Sal
wosition Lopeame/ A Hondant can s &.SAP pesired 30, 000

If so, may we inquire of

Are you employed now? \/e S your present emloyer? \/.5
7
Bver applied to this cou;)any before? UO Where MIA When wﬁ
e - -
FORMER FMPLOYERS (List below last four employers, starting with most recent. )
Date Reason for
Month and Year Name and Address of Hwployer Salary | Position | i

From 7 ’(’%

From f*@ - 22
o 2845
From Peg- 74

To 2=/ 7" 29 :

From

To
2. BMPLOYMENT Must @ve, notice

. Date Sal
Rosition Personal Pesistant Date 00 of present jobSdlary eaotiable
If so, may we inquire of ~
Are you employed now? _A/es your present employer? \/ﬁs
Ever applied to this company before? NQ Where N/ A when WA
I B

FORMER EMPLOTERS (List below last four employers, starting with most recent.)

Date Reason for
Month and Year Name ard Address of Employer Salary | Position Leaving
rrom €-15-%1 M aid 4o Drder 432-4632] gz o0 | House | Presently
Dote | Wb Speinas, AR hr. | feeeer] employed
From )- 3 -7 -?)m\n\e ’\)_)(\‘:\&‘r\ Qi -L\oN H»ow’:c Yemporary
_2-10-¢1 | Sudwia Luke |, KR ASD. | Sitkine] oy
From §-11-97 | i) belday  b2d-4ov0 | g1 b0 |Temprary Company
To (o-20-%1 | WX Egmr\qs Q’Q . | Seure reducton
From 1\-\\o- %L \)OJX\\& —)B(L\l q22-1\O"N 533"15 %0}0'\ db\\aéaree?wea‘
B 3-30- 31 W\m\n\amﬁmel AR hr. | Siker Of;"sc}“’o\




3. BMPLOYMENT DESIRED

Date you
Can Start

Tadau

Salary LUNL/C] /ke

meteion [} costnnd

Desired 4 QZSCMSS

1f so, may we irquire of

Are you employed now? NI) your present emplover? ]\j / ﬂ
Ever applied to this company before? O Where N i 4 Wt:en A/, YA
FORMER FMPLOYFRS (List below last four employers, starting with most recent.)

Date Reason for

Month and Year Name and Address of Bwloyer Salary | Position leaving
From 3 - [-¥ T‘O [\ Gm‘na-; [‘Ul?ﬂ lEJf\ Jb 40(3 7o WQWD
o K-lo-%3 Rt 7, Holhs AR Hour Helge bejﬁf
Fram &»@-84(333; G{];De_fm #1 -6, F&Ym 7o wor}‘ﬂ
o R-29-%) | ISk 1 He llis, l[:H\)r wk. [ WorK for Unele.
From
To
From
To
« EMPLOYMENT DESIRED
Position Al a é’iﬁesy&ut];nmciza}elugiig 24 60
It so, m.v we 1nquire

Are you enployed now? nD your Bro v empioyer?
Ever applied to this campany before? NQ Where When
FORMER PMPLOYERS (List below last four employers, starting with most recent.)

Date Reason for

Month and Year Name and Address of Hmployer Salary | Position Leaving

Frony/ Y] G1) -85 Qf‘ﬁd_,_%e_%_m_%_m%__ %ﬁ;; ﬁd
TgSﬁéﬁ‘ \‘J_‘iSS Poteorings AR VArie MW"}’@(‘ Won }En:e
FrmUire - R4 Cornmu[qlm Coonectipne %%DK: Irmarried
Y )oeeh- %5 Jhe, Qama H&Rf’ro\?ﬁ QQ\OO Elder| , Q’fﬂaueq/_
FmFQb -€3 &!m}‘ [:{n#][w/ Nurses DQS:(\QOL
1 Jn,-34 | Harnison, éﬁhﬂ[)ﬁdé g.000| fd Feas bulty
From
To

|



S. EMPLOTMERT DESIRED s
Date you ’ Sala

POS]. onbe——/ P 4 ’_“ 0O / fan Start [ ,’/I Desired
N,y S0, may & inquire o
“tr\yO‘U arplc{ed = 7 /[ Y :

4 4 %/,,
Ever applied to this company before? ore en
7/ V

your present emloyer? /

FORMER EMPLOYERS (List below last four employers, starting with most recent.)

Date Reason for
Month and Yegg | _-4lage and Address of Employer Salary | Position Leaving
1Y ¥
Fr - g 252&"() E \ . A2
_"'&1% - 00 / 2 ﬂ ’/
NEEw _ S rro
1 4 ‘V 4 /
o ' .%7: e,

/@/‘Zm [ 179, %, 'd
(

grsm d_‘: pAS (bd A/

6. EMPLOYMENT DESIRED

, Date you Withiin Salary
Fosition _pt’rgc nel JQ {4endent  Can Start e ueekSDesn'ed 26,000
If so, may we inquire of
Are you enployed now? \[ 25 your present employer? \} @ <
Ever applied to this company before" ,\/O Where ——— When —

FORMER FMPIOYFRS (List below last four employers, starting with most recent.)

Date Reason for
Month and Year Name and Address of Employer Salary | Position Leavi
From MEu 3 Hc>.- v tal Oc;ﬁdercrﬁ
Cureer

©Tresent j\sv R 948 - >doo 13;290. £MT C Nange
FYGBMWL ﬂ_;&“nf Narys -Hosprlal Qhanac in
© Nov. §f Rﬂl AR 9o -346) 4 Svo Muﬁc Pes 4ion
Fronl-e b, 7D Oshkmﬂy Aosoaiates Hed cpained

V\ummd fe€
wNoy 78 | Reyl | AKGLD-15L 2 |ioGe | Seacelar L“""pé;'nﬁ:i'cul
Ve

From

To

ERIC

Aruitoxt provided by Eic:



7. FMPLOYMENT DESIRED

Date you Salary ¢!
Position SC Cre .\.ZAL-H Can Start ﬂ- 16— 8 ") Desired '#I‘ 0% — d.
J If so, may we inquire of
Are you amployed new? L\ D your present enployer? 0 14
i [4
Ever applied to this company before? L)B Where A 1A When /O/A
/T v
FORMER FMPLOYERS (List below last four employers, starting with nost recent.)
Date Reason for
Month and Year Name and Address of Emloyer Salary | Position Leaving
- . Yook
Frdg JGn, 1931 &u\cL Cav Sales 1,00020 UQQQ“ ow

eMay 190Ny "R aifrect thof Sergs | mo. Seovelany Buslne ss
Fran Eg'b[ﬁa: Hﬁlrr'al‘s QOD&"MQh‘.On__Q_g gs-b.oo }aul O&Z@
To DC’C. 1980 | Q0G0 1ne ;Acve.’ ot Sgtgg 7| Sen ey [usiness Shud

From

To

From

To J

8. EMPLOYMENT DESIRED

Date you Salary
Position Can Start Desired
1f so, may we inquire ot
Are you employed now? your present employer?
Ever applied to this company before? Where When

FORMR EMPLOYFRS (List below last four emplovers, starting with most recent.)

Date Reason for
Month and Year Name and Address of Emplover Salary | Position Leaving

From

To

Froo.

To

From

To

From

To

1<
RS SN




9.

10.

EMPLOYMENT IESIRED

Date you Salary

Position Can Start A L) (/Tm Desired
1t so, may ‘inquire of

A/ D vour present anployer‘?

Are you emploved now?

Ever applied to this company before? [22 Where When

FURER FPMPLOYFRS (List below last four employers, starting with most recent.)

Date Reason for
Month and Year Name and Address of HEmployer Salary | Position Leaving

|
From Self emp/o!vec/ ,4'

To

From

To

From

To

From

To i

EMPLOYMENT DESIRED

4 Date you Salary
Position / duse k € eRer Can Start N D W) Desired /_Qgh
N It so, may we inquire of
Are you enployed now? /\/m vour present employer? JY/H
7
Fver applied to this company before? NO there When

FORMER FMPLOYFRS (List below last four employers, starting with most recent.)

Date Reason for
Month and Year Name and Address of Employer | Salary 1 Position Leaving

rrm-1-25" | Mol AayTnn ;;;wmw%_ Reme

o 4-2-87 2*‘ 3) i\?l lL);nw“ K5 LI weel™  jcepret ..t\;;*__
From gﬂ@:”%g 5 2ni L 57 o oL )»27{«(* -
To j' 3025 46 Q’[:'r‘éh& R+01 g ws W [ A > '\-4]' j o ‘9
From H//Q '

To

From

To ! a




11,

12.

#MPLOYMENT IESIRED

Date you + Salary L _}
Position ch Q ‘ S Can Start I ' & Desired 0 S
If s0, mayjwe inqure of
Are you arployed now? Hj] your present. enployer?
Ever applied to this ccxrpzmy before? H O‘nhere —_ When ———

FORMER FMPLOYERS (List below last four employers, starting with spst recent.)

Date | Reason foo
Mouth and Year l Name and Address of Hmployer Salary | Position Leav.ng

Soled P

Cler

tai!

From q_—l—é’l,
To - -

Fm(pq’ l.?,‘ %&

To Men
From
To
EMPLOYMENT
Date you N 0 M Salary P
Position Can Start Desired -
If so, may we inquire of
Are you employed now? A[ ) your present employer?
Ever applied to this company before? Afd Where When
FORMFR EMPLOYERS (List below last four employers, starting with most recent.)
Date Reason {or
Month and Year Name and Address of Erployer Salary | Position leaving

rom §-7-¢ Lo ( :@% hoh
- € $3$:de SF. o4O &o ﬂf icf")t .
To 6 38-%7 L-g? Ar S0, -$23-913¢ hr. kmgtb_ﬂ

tad g1 9 Y t+he Boarder 4=,

o 7-30- RoI-32)—(, 714 he Coo k Eder::n};_
From

To

From

To

15



13'

14,

FMPLOYMENT TESIRED

Date you Salary
Position Can Start Desired
If so, may we inquire of
Are you employed now? vour present employer?
Jver applied to this company before? Where - When

FORMER EMPIOYERS (List below last four employers, starti.g with most recent.)

Date ' ., Reason for
Month and Year Nane and Address of Fployer | Salary | Position . Leaving

rron S0 96| CocMyags Falery 2°) whthre [Retter
To J ? 05 e é:aié
M Ty 27 L

FI‘O!TQ-L‘; "g " IA}e 5'}'@ rf\ S;Z 2 '}_c,z..—-ﬂ ) 13/0 '00 . BC+W
0 & - €4 Wee K Wafress °b
Fro~ N

To V/A

From T o

To /

PMPLOYMENT TESTRED
Date v.u Salary,

Position ég ranag é/%/ﬂi/mfﬁm Start Wl/’ Desired 47‘£42£f

1t so, may we inquire of
Are you employed now? M your present esmployer? e

Ever applied to this campany before? % Where - When

FORER EMPLOYERS (List below last four employers, starting with most recent.’

Drio Raason for
Month and Year Name and Address of Hmloyer | salary LPosu;mn [ leaving
Fran‘ /é"IZﬁ;—- /y - = ‘.“ 7] . ] /-/‘,Vl’e/ P\'ZIVL ;/.
. (. PI?],
Tosl 3 -87 /. < Leicpe. O Ceesael

From - Méﬂf S ~SsE =324 @M T?‘/f,. : )

T Z P57 W dﬁ//’y adenl'
From /’//4 | 7

To

|
|
From [

To ’

13:



15, FTHPLOYMENT DESIRED

Date you Salary
Position Can Start Desired
If so, may we inquire of
Are you employed now? your present amployer?
tver applixd to this company before? Where When

FORMER FMPIOYERS (List below last four employers, starting wi‘h most recent. )

Date Reason for
Month and Year Nane and Address of Enmployer Salary Position Leavinz

From %é s r)‘eacfg at l:bi" Cpgan
I ¢ | < it

To g 7 . )

From

To

From

To

From

Tn

16. EMPLOYMENT DESIRED

Position (200K Can sgarqunE\ymMc v.sued/VchrI/?BLc
S0, we inquire Of

Are you employed now? Al your present employer? H /4

Ever applied to this compeny befure? Nb where — When —

FORMER IMLOYERS (List below last four employers, starting with most recent.)

Date Reason for
Month and Year Name and Address of loyer Salary Position Leaving
F 59 L:q[:). Cﬂgs’ﬁ' L%e’ﬁ;ﬁ .S—QP"?" 60 CAOKS nWNCMKS
S 7 EAST J3AR 3 530 DRNT
To 2 7 hr._\Helper B
10Ty 5,1 nes| WAreR|  JoB
Froy o, |, 215 Nl (s TANANT
o Tunel3 ¥ [1R- | CHEF [ (. J05€D

rroeee. )4 (980 Soer RIR HOUSE | .00 | ERY Better
1Junet2, 43| €., 130X 1 Y0P, 4R | ™ HE| COOK | Ofter

145
ERIC

Aruitoxt provided by Eic:



SERIES H-4

Physical Record Examples

1. PHYSICAL RECORD
List any physical defects%ﬂﬂmm QM)CLUU}(G
Were you ever 1njured{L If yes, give dballg
Have you a1y defects m/hearlngj MQ,@-) In vision? J/g In speech(
oty CSONANY L o 200 400 RN 13- 85

Phone No.

I authorize investigation of all statements contained in this application. I understand that
misrepresentation or oamission of facts called for is cause for dismissal. Further, I understand
and agree that my amployment is for no definite perlod and may, regardless of the date of
payment of my wages and salary, be terminated at any time without any pre notice.

Date C<_ i ’X'\ Signature D—/

2. PHYSICAL RECORD
List any physical defectL&Q-f g\}& _Lmuﬂ[

Were you ever 1n_]ured'7i€s If yes, give detail

Have you any defects in hearing? MO In vision? 2] In speech? MD

In cas f emergency L .
notify M!, or ngé' EXDoe J2NVvun | eol Br 501-477-39
Adddess / Phone No.

I authorize investigation of all statements contained in this application. I understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, I understand
and agree that my employment is for no definite period ard may, regardless of the date of
payment of my wages and salary, be terminated at any time without any previous notice.

Date Q: 7'%1 Signature w

3. PHYSICAL RECORD

List any physical defects Seuugg_hszo@sﬂ,_m_a&zuﬁ&.:mﬁyg%

Were you ever injured? NP If yes, give details NOMNE

Have you any defects in hearing? Nj In vision? _Nb In speech?N D

In case of eme g”..,
orify MA Dum B SErTz 4y BRAKDUE SAAMS Li-tzif
AddreSs Phone No.

I authorize investigation of all statements contained in this application. I understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, I understand
and agree that my employment is for no definite period and may, regardless of the date of
payment of my wages and salary, be terminated at any time without any previous notice.

Date Lgl -4 Signature WQP
o b %

13




4.

PHYSICAL RECORD

List any physical defects \ s L

Were vou ever inj ? If fed, give detalla m—\

e |V

Have yo n hearirlg?\ /'m\uklgn%U” In speech?

In case f\vr en \ AN

notify Q

\ x dress Phone No.

contai

1 authorize stigatiou of all statements ined in this application. 1 understand that
misrepresentation or amission of facts called for is cause for dismissal. Turther, I understand
and agree that my employment is for no definite period and may, regardless of the date of
payment of my wages and salary, be terminated at any tine without any previous notice.

Date Signature %b.\{u e \ §ADJ
& d,, P

PHYSICAL RFCORD N .
List any physical defects‘ﬂ}lﬂﬂk"ﬂﬂ % 8\15053
I L AN

lWere you ever injured? —¥fves, give details ——

Have you any defects in hearing? —~————In vision? In speech? —

In case of emergen -
notify ml- [ ,é |5Qg A Elﬂmn ﬂ Saﬁllﬂ Em ngj)gﬂg-;ﬂ %g_
ress’ one No.

T authorize investigation of all statements contained in this application, I understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, I understand
ad agree that my employment is for no definite period and may, regardless of the date of
payment of my wages and salary, be terminated at time with any previous notice.

Date ln = 7-’f7 Signature

PHYSICAL RECORD we
List any physical defects J ef+ IWMMMM

Were you ever in_'mred?\[é If yes, give details
] = ,
Have you any defects in hearing? UQ In vision? In speech? ”0

i&‘i?iej‘jiz eﬁf;:g;; do13. ¢ S¥rect 4@ M iss (4/4—-4;}8 5(

1 authorize investigation of all statements contained in this application. I understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, I understand
and agree that my employnent is for no definite perwi and may, regardless of the date of
payment of my weges and salary, be terminated at any time without any previous notice.

Date L - 1-%7 Signature MA,LJ




7.

PHYSICAL RECORD
List any physical defects A[c.‘ 4/ Mg Zoss

Were you ever injured?_A/O 1f yes, give details

Have you any defects in hearing? Y(S In vision? ({/o In speech? 4/&

In case of emergency o _

notify ohn Shmwcts (o0 Leklawn [ 23-9570
Name Address Phone No.

1 authorize investigation of all statements contained in this application. I understand that
misrepresentation or anission of facts called for is cause for dismissal. Further, I wwerstand
and agree that my employment is for no definite period and may, regardless of the date of
payment of my wages and salary, be terminated at any time without any previous notice.

Date Qﬁ. cQjL /987 Signatuvra 24 ZESSZQQ: \ jm“gzg,‘“

PHYSICAL RECORD
List any physical defects L

Were you ever injured?&o If yes, give details U/A
[

Have you any defects in hearing? L}o In vismn"jei In speech? Uf
In case of egergency (“73..
notify l%__h}h“'ﬁ A pt’fan S"‘

Address me No.

I authorize investigation of all statements contained in this application. I understand that
misrepresentation or cmission of facts called for is cause for dismissal. Further, I understand
and agree that my employment is for no definite period and may, regardless of the date of
payment of my wages and salary, be terminated at any time without any previous notice.

Date 9/ 3'_[3&1 Signature \‘ﬁ

PHYSICAL RECORD A
List any physical defect | oINS

Have you any defects in hearing
In case\of emergengy
notif ¥ dl

1 authorize investigation of all statements contained in this application. I understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, I understand
and agree that my employment is for no definite period and may, regardless of the date of
payment of my wages and sala-y, be termina t any time without any previous notice.

Date (ﬂ i Signature C

13



10.

11.

12.

PHYSICAL RECORD L&
List any physical defects \ royen \ Do &
©
Were you ever injured&j€’§ If yes, give details PH"I‘D HC_C, lcl E’r\'*’

Have you any defects in hearing? NO In vision? NO In speech? Ub

In case of _emergancy . ] : ,

notify _ N0& e 221 E{Q’LW fgg‘f Sprmf}s.&ﬁ@%v‘ﬁ"?%/b
ess T

Nane Phone No.

1 authorize investigation of all statements contained in this application. 1 understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, I understand
and agree that my employment 1s for no definite period and may, regardless of the date of
payment of my wages and salary, be terminated at any time without any previous notice.

Date (.p‘ ’7"@ ’—l Signature Jh\’\ BQ-Q_

PHYSICAL RECORD )

List any physical defectsg> %1% &%j ./

Were you ever injut'edNOWWjes,;agive details UDJJ ) {&‘U —_—
{

Have you any defects in hearing? In vision? =—— 1In speech?—=

T ey 2 U |

en
_.._L
Nane ress ne No.

1 authorize investigation of all statements contained in this application. 1 understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, I uderstand
and agree that my employment is for no definite period and may, regardless of the date of

payment of my wages and salary, be temminated at any tmmy previous notice.
o

pate  (0=M-87  signature %%L

PHYSICAL RECORD '
List any physical defects S’\O\\d . R‘(‘Oﬁ K‘Q/
s
Were you ever injured?Ye2If ves, give details v/ gﬁﬁ,d N
/

Have you any defects in hearing? ND In vision? /}/g In spiech?/}g//
In case of emergenc
rotity WA~ o @Kz OF M = Zonvam

o ne No.

Nahe ress

1 authorize investigation of all statements contained in this application. I understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, I understand
and agree that my employment is for no definite period and may, regardless of the date of
payment of my wages and salary, be terminated at any time without any previous notice.

Date Signature




13.

14.

PHYSICAL RECORD

List any physical defects P,imwumm .

Were you ever injured? Mp If yes, give details plo

Have you any defects in hearing? \lp In vision? |)a In speech? Mn

In case of emergency

notify Siser %Eia Mentrosa % S Mam;' Cih ¢k : LAugl,l!L& hgg-llst
Aldfess Phone No.

1 authorize investigation of all statements contained in this application. I understand that

misrepresentation or anission of facts called for is cause for dismissal. Further, I understand

and agree that my employment is for mo definite period and may, regardless of the date of
payment of my wages and salary, be terminated at any time without any previous notice.

Date (-1-21 Signature %ﬂm&_m

PHYSICAL RECORD
List any physical defects ﬂe

s mo_ant_Aiatrumenaddu and
Were you ever injured? 1f yes, ve details\) .

Have you any defects in hearing? In vision?’ In speech?
In case of emergency,
notif 1141 10

I authorize investigation of all statements contained in this application. I understand that
misrepresentation or amission of facts called for is cause for dismissal. Further, I understand
and agree that my employment is for no definite period and may, regardless of the date of
payment of my wages and salary, be terminated at any time without any previous notice.

Data (p-10-8%1 Signature Mmﬂu J




1. REFERENCES

(Give below the names of three persons not related to you, whom 3

SERIES H-5

Reference Examples

you have known at least one year.)

Address

Years

Business . Acquainted

Q\MME{\

10 ooqutitnd 10

D0 1S
Z 1) Jeeko) (815 e 1S
2. REFERENCES
(Give below the names of three persons mot related to you, wham you have known at least one year.)
Name Address Business AcqlY.l:Jarn:ed

s, Lo ~drrec

ﬂjw

Hsee, i0ekhesene, e Coumeelor |/

Teacher | ¢

/e Alvin ﬂregn

2. B, vt

r-lth 5

3. REFERENCES

(Give below the uames of three persons not related to you, whom 3

rou have known at least ona2 year.)

Name Address Business Acq;irn:ed
e, FRinl? o2 Sptilt) & <oy /2
W@@M&W sa

4. REFERENCES

(Give below the names of three persons not related to you, whom 3

sou have known at least one year.)

Address

Years

Business Acquainted

Name
“Thanus Allen

_Edm.__burv

0oLy St Lot Spigs

4

_hn leef

éﬁs Hﬂuﬂhorng”-ﬁ-

Quick CacSple o
e prs 0 e
m LS /0

| (nister




5. REFERENCES
(Give below the names of three persons not related to you, whom you have known at least one year.)

Years
Address Business Acquainted
(P
) _ \
m'!.!t U el | /O

6. REFERENCES
(Give below the names of three persons not related to you, whom you have known at least one year.)

Years
Name Address Business Acquainted
Amos Ramsey 713 Ash St., Little Rock | Penn Chemical 10
Todd Jamison 513 Bluff St., Camden, AR Attorney 7
Susan Todlock 211 Ivy,St., Malvern, AR!| Family friend 15

7. REFERENCES

(Give below the names of three persons not related to you, whom you have known at least one year.)
Years
Nare Address Business Acquainted

%3) n’hl" S‘A, N 5‘7"'51
[o7- 8524 T " 190! AMZMIZM#CS__L_
a%) (Cuttw
( ?ngsl “; be &:7"? 1 |ABC (0oames g
. ©3) P , .
5_-{,;,2165* S‘wg’s’z 90) w/ue(d aha/m;y /10

8. REF%RENCES
(Give below the names of three persons not related to you, whom you have known at least one year.)

Years

Name Address Business Acquainted

D Rodd Seneo i3 Costral B .S, 1US Mod. Chrl L,

R Nt Dompra 173 Costlral Ao, 1.5, 1S Med. O d
O, Qpeeph, ruviev| (49 Wikt L0 A0 |Baghist Med (. |

9. REFERENCES

(Give belew the names of three persons not related to vou, wnom you have known at least one year.)
Years
Address Business Acquainted

b)ﬂ ém;%bé 1 C S Eﬁ/ﬁvﬁ ‘%Lmé/{& «) >l
| J2¥, Cﬁ ZZLM é %77 LGKIU’WD m)&b
Bj éttf A@Zj Lrries] [24:4& 2 & Q

5 I
\‘l« l‘}u‘




10. REFERENCES

(Give below the names of three persons not related to you, whom you have known at least one year,)

Name Address Business Acq:[lzflzed
Jan) e ljk None f
Caly Lelston  |por (M SEHS, A1 o | & o
Qgﬂlm_ﬁmlg M.Ziénow,ﬁf None || wk.

11. REFERENCES

(Give below the names of three persons not related to you, whom you have known at least one year,)

Name Address Business Acqﬁiied
ikl F\M i \iﬁﬁ QPJ\& 7\0& QL‘(Q[L‘&JQCC di
:PCLLLK JWLQP 7D 41 0 NVLY« L e oy
%ﬁﬂﬂllt_mL {

(W(\." i‘L\Q, Qoo &’-&)’L [ nCLQAV./\ﬁ\J
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