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Merced Homeowners’ Association

12345 Olive Ave  ♦  Merced, CA 95340
(209) 555-0000  ♦  Fax (209) 555-1111
Website Address: www.mercedhomeowners.com
Email Address: mercedhomeowners@gmail.com

Description of Business

     Merced Homeowners’ Association is a non-profit organization whose mission is to
 provide citizens of the Merced area with a safe and comfortable community 

to live in.  Since its inception in 1980, we have been dedicated to serving our fellow 

homeowners through monthly meetings where issues can be discussed and solved to 

improve the quality of life for all of the community members.  The Merced 

Homeowners’ Association is comprised of elected officials including the president, 

vice-president, treasurer, secretary, and 5 board members.  Paid positions include the 

president, vice-president, treasurer, and secretary.  Salaries for these positions are 

voted on annually by all homeowners in the Merced area at the annual 

business meeting. 
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                                     Merced Homeowners’ Association
12345 Olive Ave  ♦  Merced, CA 95340
(209) 555-0000  ♦  Fax (209) 555-1111
Website Address: www.mercedhomeowners.com
Email Address: mercedhomeowners@gmail.com


JOB POSTING       
Name of Position:  Administrative Assistant 
Wages:  $10.50 per hour

Hours:  40 hours per week

Job Responsibilities:  
· Answer phones

· File complaints

· Take short-hand during business meetings

· Copy and fax documents
· Open and close office

Skills Needed: 
· Bookkeeping

· Proficient in Microsoft Office (Word, Excel, Access, PowerPoint)

· Good communication skills
· Ability to type 65 words per minute (wpm)

Qualities Desired: 

· Ability to work well with others

· Teachable

· Punctual

· Reliable

· Self-starter

Education/Training Required:  

· AA degree or bachelor’s degree.  Preference given for bachelor’s degree

· 1 year of prior experience as a secretary or administrative assistant 
Fringe Benefits: 

· 5 sick days per year

· 10 vacation days per year

· Yearly performance bonus 

Contact Information:  
To request an application, please call John Smith at (209) 555-0000.  Please mail a cover letter, completed application, and resume to the Merced Homeowners’ Association, Merced, CA 95340.
     



APPLICATION FOR EMPLOYMENT

Merced Homeowners’ Association

12345 Olive Ave  ♦  Merced, CA 95340
(209) 555-0000  ♦  Fax (209) 555-1111
Website Address: www.mercedhomeowners.com

Email Address: mercedhomeowners@gmail.com

Directions:  Please complete this application by typing or printing in black ink.  Incomplete or unsigned applications will not be considered.  
GENERAL INFORMATION
	 Name (Last): 
	 Name (First): 
	 Middle Initial:
	 Home Telephone: 
(             )            - 

	 Address (Mailing Address): 
	 City:
	 State: 
	 Zip: 
	 Cell Phone:
 (             )            - 

	 E-Mail Address:

 
	 Today’s Date:

	 Are you legally entitled to work in the U.S.? ☐ Yes ☐ No

	 Languages read, written or spoken fluently other than English:


POSITION
	 Position Being Applied For:
	Will Accept: 
(Check all that apply)
☐  Part-Time
☐  Full-Time
☐  Temporary
	Shift: 
(Check all that apply)
☐  Day
☐  Evenings
☐  Nights

	 Are you able to perform the essential functions of the job you are applying for, with or without reasonable accommodation? ☐ Yes ☐ No
	
	

	 Salary Desired:
	 Date Available: 
	
	


EDUCATION AND TRAINING
	 High School Graduate or General Education (GED) Test Passed?
  ☐ Yes ☐ No 
	 List the highest grade level you have completed: ___  

	 High School, College, Business School, Military (Most recent first)

	Name and Location
	Dates Attended
Month/Year
	Graduate?
	Degree
& Year
	Major  
or Subject

	
	
	
	
	

	 
	 From 
	☐ Yes 
☐ No
	 
	 

	
	 To 
	
	 
	

	 
	 From 
	☐ Yes 
☐ No
	 
	

	
	 To
	
	
	


REFERENCES (Preferably people who know about your work or training)
                       Name                       Title                                       Address                                                             Phone Number

___________________________________________________________________________________________________________

___________________________________________________________________________________________________________

___________________________________________________________________________________________________________
ADDITIONAL INFORMATION THAT COULD HELP YOU QUALIFY FOR THIS POSITION (Examples include classes, certificates, specific skills, specific equipment, etc.)
	


 

WORK/MILITARY/VOLUNTEER EXPERIENCE (LIST MOST RECENT FIRST)
	 Name of Company or Organization:

	 Telephone Number:  (           )          - 
	 From  (Month/Year):

	 Address:  

	

	 Job Title: 
	 Supervisor’s Name & Title:

	 To  (Month/Year): 

	 Job Description (duties, skills, equipment used):  
	

	
	 Hours Per Week: 

	
	

	
	 Last Salary: 

	
	

	
	 ☐ Part-time      ☐ Full Time

	
	

	 Reason For Leaving:  
	 May We Contact This Employer?      ☐ Yes ☐ No


	 Name of Company or Organization:


	 Telephone Number:  (           )          - 
	 From  (Month/Year):

	Address:  

	

	 Job Title: 
	 Supervisor’s Name & Title:


	 To  (Month/Year): 

	 Job Description (duties, skills, equipment used): 
	

	
	 Hours Per Week: 

	
	

	
	 Last Salary: 

	
	

	
	 ☐ Part-time      ☐ Full Time

	
	

	 Reason For Leaving:  
	 May We Contact This Employer? ☐ Yes ☐ No


I certify the information contained in this application is true, correct, and complete. I understand that, if employed, false statements reported on this application may be considered sufficient cause for dismissal.
Signature of Applicant_________________________________________________________  Date________________
Interview Questions

1.     Tell me about yourself

2.     Why do you want to work for this company?

3.     What did you dislike about your previous job?

4.      What are your strengths?

5.      What are your weaknesses? 

6.      What are your future plans?

7.       Describe a challenging situation and how you overcame it.

8.       What are you passionate about?

9.       How do you handle stress?

10. Do you have any questions for me?

Job Interview Scoring Sheet

Job Applicant’s Name ________________________________   Interview Date _______________   Period ___ 
Position Being Applied For ___________________________________________________________________
	Directions:  Circle a score for each item below.  Add up the total points in each column. Then add the columns together.
	Excellent
	Good
	Fair
	Needs Improvement
	Poor or N/A

	Firm handshake (not limp or too strong)
	4
	3
	2
	1
	0

	Introduction (eye contact, smile, says name)
	4
	3
	2
	1
	0

	Dressed appropriately for the job
	4
	3
	2
	1
	0

	Cover Letter
	4
	3
	2
	1
	0

	Resume
	4
	3
	2
	1
	0

	Job Application 
	4
	3
	2
	1
	0

	[Type question #1 here]
	4
	3
	2
	1
	0

	[Type question #2 here]
	4
	3
	2
	1
	0

	[Type question #3 here]
	4
	3
	2
	1
	0

	[Type question #4 here]
	4
	3
	2
	1
	0

	[Type question #5 here]
	4
	3
	2
	1
	0

	[Type question #6 here]
	4
	3
	2
	1
	0

	[Type question #7 here]
	4
	3
	2
	1
	0

	[Type question #8 here]
	4
	3
	2
	1
	0

	[Type question #9 here]
	4
	3
	2
	1
	0

	[Type question #10 here]
	4
	3
	2
	1
	0

	Body language (sits up straight, eye contact, smiles, answers questions with enthusiasm, acts interested)
	4
	3
	2
	1
	0

	Ending the interview (shakes hand & thanks interviewer)
	4
	3
	2
	1
	0

	Total up the points in each column.  Check one of the boxes below. 
	Total:
	Total:
	Total:
	Total:
	Total:


	Points Earned
	Results of Interview

	63-72
	□  This applicant is qualified to be hired for the job.


	0-62
	□  This applicant is not qualified to be hired for the job.
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