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UCLA STAFF Employment Application

US Mail: 10920 Wilshire Boulevard, Suite 205, Los Angeles, CA 90024-6504


Campus Mail: 10920 Wilshire Boulevard, Suite 205, Mailcode 156148

General Instructions—Please type the information on this application.

Name:


Address:
Home Phone:

City, State, Zip:
Work Phone:

Other names you have used while employed:


Section 1: Employment History—List your present or most recent employer first. Account for all times during the past ten years, including periods of unemployment. Include your military experience and major volunteer experience. If you held significantly different positions with the same employer, list them separately.  Attach additional sheets if necessary.

Employment Dates:
Job/Title
Company:

Job Duties:



Last monthly salary:
Hours per week:
Reason for leaving:

Supervisor’s name and phone number:



May we contact your current/most recent employer?


Employment Dates:
Job/Title
Company:

Job Duties:



Last monthly salary:
Hours per week:
Reason for leaving:

Supervisor’s name and phone number:



May we contact this employer?


Employment Dates:
Job/Title
Company:

Job Duties:



Last monthly salary:
Hours per week:
Reason for leaving:

Supervisor’s name and phone number:



May we contact this employer?


Section 2: Education—List the schools you have attended beyond high school. Include business, technical, military, professional, college, and university.

School Name
Major 
Units
GPA
Degree



















Section 3: Licenses, Certificates—List your professional licenses and certificates with the number, state where issued and expiration date.

Licenses, Certificates:

Section 4: Other Skills—List other job-related skills you have such as knowledge of computer hardware, software applications and typing speed, machinery and/or other office, lab or scientific equipment you operate, foreign languages and/or medical terminology.

Other Skills:

Section 5: Required Information—Please check the appropriate box for each question.

1.
Have you ever been convicted of a criminal offense by any court?
(
Yes
(
No


(A conviction will not necessarily disqualify you from consideration for employment.  UCLA, however, may consider the nature, date and circumstances of the offense as well as whether the offense is relevant to the duties of the position applied for.)


You may omit:

a. Traffic violations for which the individual or cumulative fine imposed was $300.00 or less;

b. Certain marijuana-related misdemeanor convictions more than two years old;

c. Any conviction that has been sealed, expunged or legally eradicated;

d. Any offense which was finally settled in juvenile court or referred to the youth authority;

e. Misdemeanor convictions for which probation was completed and the case was dismissed.

2.
Are you out on bail or on your own recognizance still awaiting trial?
(
Yes
(
No


If you are applying for positions which will have access to drugs and medication, you must indicate any arrest pursuant to Section 11590 of the Health and Safety code (controlled substance violators). In addition, if you are applying for positions which will have regular access to students, dorms, etc. and/or have direct responsibility for the care, safety and security of humans, you must indicate any arrest pursuant to Penal Code Section 290 (sex offenders).

3.
If you are not a U.S. citizen, do you have the right to work in the U.S. permanently?
(
Yes
(
No
Type of visa

4.
If you are not a U.S. citizen, do you have the right to work in the U.S. temporarily? 
(
Yes
(
No
Type of visa

5.
Do you have a valid California Driver’s License?
(
Yes
(
No

6.
Are you a UC student?
(
Yes
(
No

7.
Have you ever been employed at the University of California, a DOE Laboratory or the State of California? 
(
Yes
(
No

8.
Do you have any relatives currently employed at the University of California?
(
Yes
(
No
Relationship:


Name:

Department:

9.
Have you ever been released or discharged from employment or resigned to avoid such release or discharge?
(
Yes
(
No


If yes, please provide date(s) and circumstances:

Once you have completed the application sign your name at the bottom and indicate the date it was completed.

I certify that all statements on this form are true and complete to the best of my knowledge and belief. If employed, I understand that any false or incomplete information I have given may be considered cause for termination.


Signature
Date

The University of California prohibits discrimination against or harassment of any person employed by or seeking employment with the University on the basis of race, color, national origin, religion, sex, physical or mental disability, medical condition (cancer-related or genetic characteristics), ancestry, marital status, age, sexual orientation, citizenship, or status as a covered veteran (special disabled veteran, Vietnam era veteran, or any other veteran who served on active duty during a war or in a campaign or expedition for which a campaign badge has been authorized).

The University of California is an affirmative action/equal opportunity employer.  The University undertakes affirmative action to assure equal employment opportunity for minorities and women, for persons with disabilities, and for special disabled veterans, Vietnam era veterans, and any other veterans who served on active duty during a war on in a campaign or expedition for which a campaign badge has been authorized. Inquiries regarding the University's equal employment opportunity policies may be directed to the UCLA Staff Affirmative Action Office (310) 825-0751.

University policy is intended to be consistent with the provisions of applicable State and Federal laws. Under Federal law, the University of California may employ only individuals who are legally able to work in the United States as established by providing documents specified in the Immigration Reform and Control Act of 1986. Employment may be subject to appropriate medical clearance when required by law.  For positions designated in the Systemwide Title and Pay Plan as non-exempt from the Fair Labor Standards Act and which are not represented by an exclusive bargaining agent, any overtime is compensated either by cash or by compensatory time at the University's option.

PRIVACY NOTICE

The State of California Information Practices Act of 1977 (effective July, 1978) requires the University of California to provide the following information to individuals asked to supply information about themselves:

1.
The principal purpose for requesting information on this Employment Application is for evaluating qualifications for employment. University policy and State and Federal Statutes, which are available in the Campus Human Resources office, authorize the maintenance of this information. Information furnished on this form may be used by various University departments for personnel administration and will be transmitted to the Federal and State governments if required by law.

2.
Furnishing the information is mandatory.  Failure to provide the information will prevent evaluation of your qualifications for employment. Furnishing sex, ethnicity, veteran status and disability status on the applicant data sheet is voluntary; there is no penalty for not giving that information. However, if you do not identify your ethnicity and sex, a Personnel Office employee may record a visual identification.

3.
Individuals have the right to review their own records in accordance with University Personnel Policies. Information on these policies can be obtained from the Campus Human Resources Home Page on the World Wide Web at www.chr.ucla.edu.
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