VVork)SOUK:e Job Order Data Entry Form

CALIFORNIA
BUILDING A FUTVRE Buﬁdf-ﬂg Busfness and Eareers

Company / Employer Information

Company Name: Company Phone # ( )
Company Address:
City: State: Zip:
Contact Name: Contact's Title:
Contact’s Phone: Contact's Fax: - - Contact's E-mail:
- - ext.
Secondary Contact Name: Secondary Contact's Title:
Secondary Contact's Phone: | Secondary Contact’s Fax: Secondary Contact's E-mail:
.. ex .
Industry Category: NAICS or SIC code:

Job / Position Information

Job Title / Position Date Opened: Closed:
Date Reopened: Closed:

Job Duties:

Job Duties:

Job Duties:

Job Location #1:

Job Location #2: (If more than two locations please list them on the back in note section):

Job Start # of Jobs Available;  Part Time:[ | Hours/week: Full Time: [ ] Hours/week:
Date:

Daily | Monday | Tuesday | Wednesday | Thursday Friday Saturday Sunday Overtime
Hours to to to to to to to Select

Temporary [ ] Contractor ] Permanent [ ]

Dress Code: Business [ | | Business Casual [ | | Casual [ ] |Unifoom [ ] |None [ ]




WOI’k 'SOUI’CE Job Order Data Entry Form

CALIFORNIA
Building Business and Careers

BUILDING A FUTVRE

Employee Benefits

Medical [_] Vision [_] Paid Vacation [_] Paid Sick Leave [ ] | Investment Plan [_]

Dental [_] Paid Holidays [_] Tuition Reimbursement [ ] | Probation Period

Benefit Details:

Exempt ] Non-Exempt[ ] | Union[ ]  Non-Union[ ]

Hourly [ ] Weekly [] Monthly [ ] Annually []
Wage Rate: to

Required Skills and Education

Non High School Grad [ ] High School Diploma | BA/Bs Degree | PhD Typing Speed (wpm):
[] []
GED [] AA Degree [ ] Masters Degree | MD [_] | 10 Key (spm):
Special Certificate / Training:
Specific Skills required:
Minimum Experience Required:
English Proficiency [ Speak Fluently ~ Understand Directions ~ Read [] Write [
[]
Proficiency in other [_] Speak Fluently Understand Directions Read [ | Write []
Language: [ ] []
Software Knowledge: ~ Word Processing ~ Spreadsheets [ | Data Base [_] Dedicated [ ]
Data Entry Exp.
Other:
Application Process:
Describe the Process:
Resume Scannable Email Fax Resume References  Salary Application [ ]
Required Resume Resume ] Required  History []
[] [] [] []
WorkSource Center: Job Order Completed by:
Lead Business Rep: Lead Business Rep Fax #:

Notes:




