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Em ploym ent  Applicat ion 
Please return to the Office of Hum an Resources 

Please Com plete Ent ire Applicat ion.  Do Not  Leave Any Sect ions Blank Or W rite  “See Resum e”-  

To Do So May I nvalidate Your Applicat ion. 

 

 

Phoenix House is firm ly com m itted to a  bias- free w ork environm ent  and a  policy of equal em ploym ent  opportunity for  a ll 

em ployees and applicants w ithout  regard to race, color , re ligion, nat ional or igin, age, sex, sexual or ientat ion, creed, 

disability, m arita l status, veteran status, cit izenship status, status as a  disabled veteran, genet ic inform at ion, or  any other 

non- job- re lated protected character ist ic or  feature. This policy applies to a ll em ploym ent  decisions including, but  not  lim ited 

to, recruitm ent , hir ing, evaluat ion, t ra ining and apprent iceship, prom otion, upgrading, dow ngrading, t ransfer , lay- off and 

term inat ion, rate  of pay, com pensat ion, dem otion, benefits, term inat ion and a ll other  term s and condit ions of em ploym ent .   

Applicat ion 
Date 

Last  Name, First  Name and Middle I nit ial 
 

E-Mail Address 

Street  Address and Apt . Number Business Phone 
Number 

Home Phone  
Number 

City  State ZI P 

Have you previously been employed by Phoenix House?   
 Yes      No 

Date:  Posit ion:  

Social Secur ity Number Do you have the legal r ight  to work 
in the US?*      Yes      No 

Will you require Visa sponsorship? 
 Yes      No 

Are you a veteran?   Yes      No      

Military Branch? _________________________________________________ 

 

Relevant  Military dut ies/ special t raining:  
__________________________________________

 
With reasonable accommodat ions for disabilit ies, if any, can you perform  the act iv it ies and funct ions of the posit ion for  which you are 
applying, and can you do so in a safe and reasonable manner? 

 Yes      No 

Have you ever been convicted of a violat ion of the law, 
excluding t raffic v iolat ions?* *  

 Yes     No 

 
I f yes, explain ___________________________________  

Are you on parole, probat ion or have a cr im inal case/ t r ial pending?* *  
 Yes      No 

 

I f yes, explain __________________________________________ 

State name(s)  of any relat ive(s)  employed at  Phoenix House 
and your relat ionship to them.* * *  
______________________________________________ 

I f under the age of 18, do you have a 
valid work perm it? 

 Yes      No 

 

Are you interested in per 
diem employment? 

 Yes      No 

 
Referred by a Phoenix 
House employee?   

 Yes      No 

 

Name of Employee 

Other Referral Source:      
 
 PH Website      CareerBuilder      LinkedI n      Job Fair     

 
 Agency ________________   Other ________________ 

 
Posit ion desired:  __________________________________ 
Salary desired:    __________________________________      
I s this an internship?  Yes      No  

I s this a volunteer posit ion?  Yes      No 

Hours available:  
 
Days available:  
 
Are you able to work evening or weekend 
shifts?   Yes      No 

 
Date available to start  work:  

Skills &  Special Training ( type in all that  pertain to posit ion applying for, including foreign languages)   
 

 

 

 

 
Please list  any special licenses, cert if icates, etc. ____________________________________________________________________ 

 
W rite a  brief statem ent  expla ining w hy you w ould like to w ork for Phoenix House.  

 

 

 

 



Educat ion Record  (Most  Recent  First )  

EDUCATI ON 
LEVEL 

NAME/ ADDRESS MAJOR AREA 
#  OF YEARS 
COMPLETED 

DI D YOU 
GRADUATE? 

DI PLOMA/ DEGREE 
RECEI VED 

High School 

     

College 

     

Graduate 
School/ Special 
Training/ Other 

     

 

Are you current ly at tending school?   Yes    No    

 
What  is your course of study? _________________________________________________________________________________ 
 
Professional/ Scholast ic Honors:  ________________________________________________________________________________ 

 

 

 

Em ploym ent  Record 

 
 

Do we have perm ission to contact  your current  employer if you should reach the interview stage?   Ye s    No 

 

We welcome the subm ission of your resume to accompany your applicat ion. Please fill out  completely. 

 PRESENT OR LAST JOB SECOND TO LAST JOB THI RD TO LAST JOB 

I nst itut ion or Firm  Name 
   

Address & Telephone 
Number  

   

Supervisor ’s Name/ Tit le 
   

Your Posit ion (Tit le)  
 

 

  

Dates Employed 

From ____/ ____ to ___/ ____ From ____/ ____ to ____/ _____ From ____/ ____ to ____/ ____ 

Reason(s)  for  Leaving 

   

Dut ies (Descr ibe in detail 
the work you performed 
and the skills used or 
learned.)  

 

 

 

 

  

Beginning Monthly 
Salary 

Ending Monthly Salary 

 

 

 

  

 



Professional/ Em ploym ent  References 

 

NAME/ TI TLE ADDRESS PHONE E-MAI L 

    

    

    

PRE- EMPLOYMENT STATEMENT (Please read carefully, pr int  name, sign, and date at  the bot tom)  

I  understand and agree that : 

1 . Applicat ion Truth: I  declare that  the inform at ion on this applicat ion is t rue and com plete to the best  of m y knowledge. The withholding or falsificat ion of 

inform at ion on this applicat ion, resum e, or other m aterials, or during interviews is grounds for dism issal.   

 

2 .  Pre- Em ploym ent  Screening: My em ploym ent  with Phoenix House is cont ingent  upon m y successful com plet ion of the com pany’s total pre-em ploym ent  

screening process, including assessm ent  test ing, if appropriate, and Phoenix House receiving references that  it  considers sat isfactory.  (Note:  Assessm ent  tests 

and reference results will not  be disclosed to the applicant , whether or not  em ployed by Phoenix House) .  I  understand that  as a condit ion of em ploym ent , I  will 

also be required to subm it  to and pass an alcohol/ drug screening.  I  hereby consent  to having the results of any such alcohol/ drug screening disclosed to Phoenix 

House.  I  authorize and request  that  those individuals I  have listed as work- related references furnish inform at ion about  m y em ploym ent  record, including a 

statem ent  of the reasons for the term inat ion of m y em ploym ent , salary history, dates of em ploym ent , work perform ance, abilit ies, and other qualit ies pert inent  

to m y qualificat ions for em ploym ent , hereby releasing them  from  any and all liability for dam ages arising from  furnishing the requested inform at ion.  

 

3 .  I nvest igat ive Reports: I n processing m y applicat ion or em ploym ent , the com pany m ay verify all the inform at ion provided by m e, or m ay produce or have 

prepared a confident ial pre-em ploym ent  consum er or invest igat ive report  for this purpose concerning m y prior em ploym ent , m ilitary record, educat ion, 

character, general reputat ion/ background, any known sexual m isconduct , dr iving record, personal characterist ics, and prior convict ions.  I  understand that  upon 

writ ten request  to the com pany, I  will be inform ed whether an invest igat ive consum er report  was requested and given full inform at ion as to the nature and scope 

of this invest igat ion.  I  authorize Phoenix House to obtain and release any inform at ion pertaining to m y background for em ploym ent  or volunteer services.  I  

release Phoenix House from  all claim s and dam ages arising out  of or relat ing to an invest igat ion of m y background for said employm ent  screening. 

 

4 .  Em ploym ent  At  W ill:  I  agree to com ply with the policies, rules, regulat ions, and procedures of Phoenix House, I  understand that  I  am  an em ployee at  will 

and that  m y em ploym ent , and com pensat ion m ay be term inated with or without  cause or not ice, at  any t im e, at  the opt ion of either Phoenix House or m yself.   I  

further understand that  no m anager or representat ive of the com pany other than the President  of Phoenix House has any authority to enter into any agreem ent  

with m e for em ploym ent  for any specified period of t im e or to m ake any agreem ent  that  changes m y em ployee at  will status, if em ployed.  I  understand that  any 

such agreem ent , if m ade, shall not  be enforceable unless it  is in writ ing and signed by m e and by the President  of Phoenix House. 

________________________________________________________ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _

* Note: Federal law requires that  em ployers hire only U.S. cit izens or individuals with perm ission to work in the United States.  I n com pliance with such laws, 

Phoenix House will verify the status of every individual before em ploym ent  begins.  Therefore, em ploym ent  is subject  to verificat ion of the applicant ’s ident ity 

and em ploym ent  authorizat ion.  I t  will be necessary for you to subm it  such docum ents as are required by law to verify your ident ificat ion and em ploym ent  

authorizat ion upon em ploym ent .  

* * Note: A convict ion record will not  necessarily be a bar to em ploym ent  and records are reviewed on a case-by-case basis. Confident ial convict ion inform at ion 

will be used for only j ob- related purposes in regards to possible em ploym ent  and only to the extent  perm it ted by applicable law. Applicants/  Candidates for a 

posit ion in the states of California, Colorado, Connect icut ,  Hawaii,  I llinois, Maryland, Massachuset ts, Minnesota, New Mexico and Rhode I sland and the cit ies of 

Washington, Dist r ict  of Colum bia;  Wilm ington, DE;  Jacksonville, FL;  Tam pa, FL ;  At lanta, GA;  Detroit ,  MI ;  Muskegon County, MI ;  Kansas City, MO;  

Carrboro, NC;  Cum berland County, NC;  At lant ic City, NJ;  Newark, NJ ;  Buffalo, NY;  New York City, NY;   Cincinnat i,  OH;  Philadelphia, PA;  Pit tsburgh, PA;  

Mem phis, TN;  Aust in, TX;  Richm ond, VA;   Seat t le, WA, or any j ur isdict ion rest r ict ing em ployers’ ability to inquire into an applicants’ cr im inal history are NOT 

required to answer unless a j ob offer has been extended. 

* * * Note: Relat ive m eans spouse, dom est ic partner, child, parent , grandparent , grandchild, aunt , uncle, brother, sister,  or corresponding “ in- law”  or “ step’ 

relat ive. 

 

Pr int  Name:  ________________________________________________________________________________________________ 

 

Signature:  _________________________________________________________________________________________________ 

 

Date:  _____________________________________________________________________________________________________ 
  


