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Employment Application 
 

APPLICANT INFORMATION 

Last Name       First       M. I.    Date       

Street Address       Apartment/Unit #       

City       State       ZIP       

Phone       E-mail Address       

Date Available       Social Security No.       Desired Salary       

Position Applied for       

Are you a citizen of the United States? YES  NO   If no, are you authorized to work in the U.S.? YES   NO   

Have you ever worked for this company? YES   NO   If so, when?       

Have you ever been convicted of a felony? YES   NO   If yes, explain       

EDUCATION 

High School       Address       

From       To       Did you graduate? YES   NO   Degree       

College       Address       

From       To       Did you graduate? YES   NO   Degree       

Other       Address       

From       To  Did you graduate? YES   NO   Degree       

REFERENCES 
Please list three professional references. 

Full Name       Relationship       

Company       Phone       

Address       

Full Name       Relationship       

Company       Phone       

Address       

Full Name       Relationship       

Company       Phone       

Address       

MILITARY SERVICE 

Branch       From       To       

Rank at Discharge       Type of Discharge       

If other than honorable, explain       

RELATIONSHIP TO BOARD MEMBER DISCLOSURE 
Are you knowingly related to any members serving on The Hearing and Speech Agency’s Board of Directors through family and/or business 

relationships, yes or no? _     _ If Yes, please explain: _     _ 
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The Hearing and Speech Agency is an Equal Opportunity Employer and has a strong commitment to diversity. 

Women, minorities, persons with disabilities and veterans are encouraged to apply. 
 

PREVIOUS EMPLOYMENT 

Company       Phone       

Address       Supervisor       

Job Title       Starting Salary  $  Ending Salary  $  

Responsibilities       

From       To       Reason for Leaving       

Company       Phone       

Address       Supervisor       

Job Title       Starting Salary  $  Ending Salary  $  

Responsibilities       

From       To       Reason for Leaving       

Company       Phone       

Address       Supervisor       

Job Title       Starting Salary  $  Ending Salary  $  

Responsibilities       

From       To       Reason for Leaving       

 
DISCLAIMER AND SIGNATURE 
“UNDER MARYLAND LAW AN EMPLOYER MAY NOT REQUIRE OR DEMAND ANY APPLICANT FOR EMPLOYMENT OR PROSPECTIVE 
EMPLOYMENT OR ANY EMPLOYEE TO SUBMIT TO OR TAKE A POLYGRAPH, LIE DETECTOR OR SIMILAR TEST OR EXAMINATION AS A 
CONDITION OF EMPLOYMENT OR CONTINUED EMPLOYMENT, ANY EMPLOYER WHO VIOLATES THIS PROVISION IS GUILTY OF A 
MISDEMEANOR AND SUBJECT TO A FINE NOT TO EXCEED $100.” 
 
If you are to be hired by the company, you will be required to attest to your identity and employment eligibility, and to present documents confirming 
your identity and employment eligibility. You cannot be hired if you cannot comply with these requirements. 
 

AUTHORIZATION 
I certify that the facts contained in this application (and accompanying resume, if any) are true and complete to the best of my knowledge. I 
understand that any false statement, omission, or misrepresentation on this application is sufficient cause for refusal to hire, or dismissal if I have 
been employed, no matter when discovered by the Company. 
 
I understand that any employment is conditioned on a background check. I authorize the Company to thoroughly investigate all statements 
contained in my application or resume, and I authorize my former employers and references to disclose information regarding my former 
employment, character and general reputation to the Company, without giving me prior notice of such disclosure, In addition, I release the 
Company, any former employers and all references listed above from any and all claims, demands or liabilities arising out of or related to such 
investigation or disclosure. 
 
I understand and agree that nothing contained in this application, or conveyed during any interview, is intended to create an employment contract. I 
further understand and agree that if I am hired, my employment will be “at will” and without fixed term, and may be terminated at any time, with or 
without cause and without prior notice, at the option of either myself or the Company. No promises regarding employment have been made to me, 
and I understand that no such promise or guarantee is binding upon the Company unless made in writing. 
 
If I am offered employment I agree to submit to a medical examination and drug test before starting work. If employed, I also agree to submit to a 
medical examination or drug test at any time deemed appropriate by the Company and as permitted by law. I consent to such examinations and 
tests, and I request that the examining doctor disclose to the Company the results of the examination, which results shall remain confidential and 
segregated from my personnel file. I understand that my employment or continued employment, to the extent permitted by law, is contingent upon 
satisfactory medical examinations and drug test, and if I am hired a condition of my employment will be that I abide by the Company’s Drug and 
Alcohol Policy. 
 
I understand that filing out this form does not indicate there is a position open and does not obligate the Company to hire. If hired I agree to abide by 
all Company work rules policies and procedures. The Company retains the right to revise its policies or procedures in whole or in part, at any time. 
 

Signature  Date       



 

 
 
 

AFFIRMATIVE ACTION FORM 
 

Government agencies require reports on status of applicants. This data is for analysis and affirmative action 
only. Submission is voluntary. Failure to supply this information will not jeopardize or adversely affect any 

consideration you may receive for employment or later advancement in employment. 
 
 
SEX:      Male        Female 
 
RACE/ETHNICITY: 
 

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

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

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

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

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

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

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

 Veteran        Non-veteran 
 
PLEASE IDENTIFY WHERE YOU LEARNED ABOUT AN EMPLOYMENT OPPORTUNITY WITH OUR 
ORGANIZATION: 
 

 Newspaper ad 
 Employee referral 
 Recruiter 
 Other (please specify): _     _ 

 Tech school/college placement 
 Temporary service 
 State employment service 

 
 
JOB CATEGORIES: (See reverse for “Description of Job Categories”) 
 

 Executive/Directors 
 Mid-Level Managers 
 Professionals 
 Technicians 

 Administrative Support Workers 
 Laborers and Helpers 
 Service Workers/ Instructional Assistants



 

DESCRIPTION OF JOB CATEGORIES 
 

The major job categories are listed below, including a brief description of the skills and training required for occupations in that 
category and examples of the job titles that fit each category. The examples shown below are illustrative and not intended to be 
exhaustive of all job titles in a job category. These job categories are primarily based on the average skill level, knowledge, and 

responsibility involved in each occupation within the job category. 
 
Executive/Senior Level Officials and Managers: Individuals, who plan, direct and formulate policies, set strategy and provide the 
overall direction of enterprises/organizations for the development and delivery of products or services, within the parameters approved 
by boards of directors or other governing bodies. Residing in the highest levels of organizations, these executives plan, direct or 
coordinate activities with the support of subordinate executives and staff managers. They include, in larger organizations, those 
individuals within two reporting levels of the CEO, whose responsibilities require frequent interaction with the CEO. Examples of these 
kinds of managers are: chief executive officers, chief operating officers, chief financial officers, line of business heads, presidents or 
executive vice presidents of functional areas or operating groups, chief information officers, chief human resources officers, chief 
marketing officers, chief legal officers, management directors and managing partners. 
 
Mid Level Managers: Individuals who serve as managers, other than those who serve as Executive/Senior Level Officials and 
Managers, including those who oversee and direct the delivery of products, services or functions at group, regional or divisional levels of 
organizations. These managers receive directions from the Executive/Senior Level management and typically lead major business units. 
They implement policies, programs and directives of executive/senior management through subordinate managers and within the 
parameters set by Executive/Senior Level management. Examples of these kinds of managers are: vice presidents and directors, group, 
regional or divisional controllers; treasurers; human resources, information systems, marketing, and operations managers. The First/Mid 
Level Officials and Managers subcategory also includes those who report directly to middle managers. These individuals serve at 
functional, line of business segment or branch levels and are responsible for directing and executing the day-to-day operational 
objectives of enterprises/organizations, conveying the directions of higher level officials and managers to subordinate personnel and, in 
some instances, directly supervising the activities of exempt and non-exempt personnel. Examples of these kinds of managers are: first-
line managers; team managers; unit managers; operations and production mangers; branch managers; administrative services 
managers; purchasing and transportation managers; storage and distribution managers; call center or customer service managers; 
technical support managers; and brand or product mangers. 
 
Professionals: Most jobs in this category require bachelor and graduate degrees, and/or professional certification. In some instances, 
comparable experience may establish a person’s qualifications. Examples of these kinds of positions include: accountants and auditors; 
airplane pilots and flight engineers; architects; artists; chemists; computer programmers; designers; dieticians; editors; engineers; 
lawyers; librarians; mathematical scientists; natural scientists; registered nurses; physical scientists; physicians and surgeons; social 
scientists; teachers; and surveyors. 
 
Technicians: Jobs in this category include activities that require applied scientific skills, usually obtained by post secondary education of 
varying lengths, depending on the particular occupation, recognizing that in some instances additional training, certification, or 
comparable experience is required. Examples of these types of positions include: drafters; emergency medical technicians; chemical 
technicians; and broadcast and sound engineering technicians. 
 
Administrative Support Workers: These jobs involve non-managerial tasks providing administrative and support assistance, primarily 
in office settings. Examples of these types of positions include: office and administrative support workers; bookkeeping; accounting and 
auditing clerks; cargo and freight agents; dispatchers; couriers; data entry keyers; computer operators; shipping, receiving and traffic 
clerks; word processors and typists; proofreaders; desktop publishers; and general office clerks. 
 
Laborers and Helpers: Jobs in this category include workers with more limited skills who require only brief training to perform tasks 
that require little or no independent judgment. Examples include: production and construction worker helpers; vehicle and equipment 
cleaners; laborers; freight, stock and material movers; service station attendants; construction laborers; refuse and recyclable materials 
collectors; septic tank servicers; and sewer pipe cleaners. 
 
Service Workers/Instructional Assistants: Jobs in this category include food service, cleaning service, personal service, and 
protective service activities. Skill may be acquired through formal training, job-related training or direct experience. Examples of food 
service positions include: cooks; bartenders; and other food service workers. Examples of personal service positions include: medical 
assistants and other healthcare support positions; hairdressers; ushers; and transportation attendants. Examples of cleaning service 
positions include: cleaners; janitors; and porters. Examples of protective service positions include: transit and railroad police and fire 
fighters; guards; private detectives and investigators. 

 


