
 
Facilities Services- Internal Vacancy Application Form 

(Please Print) 
 
I. General Information 
 
First Name: 
 

Middle Initial: Last Name: 

Present Address( include street, 
city, state and zip code) 
 

Phone Number Alternate Phone Number: 

Current title: 
 

Current salary grade: Current Line # 

Are there any other names under which your employment or educational records, references, and other 
information in the application may be verified?   If so, list: 
 
II. Position Application 
 
Title of position applying for: 
 

Salary Grade 

Line #:  
 
III. Educational Background/Vocational Training (Including High School)  
 
Please enter your education history, starting with High School.  Include Vocational School, College and 
other degrees or certifications if applicable.  
 
Name of 
Institution 

Address 
(City and 
State) 

Did you 
graduate 

List degree or 
certification 
earned 

Number of 
hours completed 
(if applicable) 

Description 
of courses 
taken or 
degree 
attained 

 
 

 Yes       No    

 
 

 Yes       No    

 
 

 Yes       No    

 
 

 Yes       No    

 
Describe any other special training, licenses, apprenticeship programs, courses, and/or certificates 
that you believe are relevant to employment: 



IV. Employment History 
 
Please enter your job history, including experience/training gained under direction of a Journeyman (if 
applicable to the posting requirement and/or job qualifications.)  Begin with your most recent 
job/position.   
 
Name of Employer/Journeyman Title of Position Begin Date 

 
 

End Date 

Name of supervisor/journeyman 
(include his/her Trade if applicable) 
 
 

Supervisor/journeyman’s 
telephone number: 

May we contact this 
supervisor/journeyman? 
        Yes  No 

Provide a detailed description of the type of work performed and the job responsibilities: 
 
 
 
 
 
 
 
 
 
 
List total number of hours spent 
working with journeyman, 
indicating: 
 

Hours per day: 
 OR 
Hours per week: 
 

Was this a paid position? 
     Yes  No 
 

 

 
Name of Employer/Journeyman Title of Position Begin Date 

 
 

End Date 

Name of supervisor/journeyman 
(include his/her Trade if applicable) 
 
 

Supervisor/journeyman’s 
telephone number: 

May we contact this 
supervisor/journeyman? 
        Yes  No 

Provide a detailed description of the type of work performed and the job responsibilities: 
 
 
 
 
 
 
 
 
 
 
List total number of hours spent 
working with journeyman, 
indicating: 
 

Hours per day: 
 OR 
Hours per week: 
 

Was this a paid position? 
     Yes  No 

 



Employment History Continued 
 
Name of Employer/Journeyman Title of Position Begin Date 

 
 

End Date 

Name of supervisor/journeyman 
(include his/her Trade if applicable) 
 
 

Supervisor/journeyman’s 
telephone number: 

May we contact this 
supervisor/journeyman? 
        Yes  No 

Provide a detailed description of the type of work performed and the job responsibilities: 
 
 
 
 
 
 
 
 
 
 
List total number of hours spent 
working with journeyman, 
indicating: 
 

Hours per day: 
 OR 
Hours per week: 
 

Was this a paid position? 
     Yes  No 
 

 

 
Related Qualifying Experience 
 
Please list the dates of and describe any experience you have had which indirectly relates to the position 
for which you are applying: 
 
 
 
 
 
 
 
 
 
 
 
 
 

TURN OVER AND COMPLETE BACK SIDE



V. Certification Statement: 
 
I have thoroughly completed this application and have demonstrated how I fulfill the qualifications and 
job requirements for the job posting.  I understand that applications failing to show the necessary 
qualifications will not be considered and the requirement to prove qualifications rest with me as an 
applicant. 
 
I authorize the investigations of all statements contained in this application and certify that the 
information is correct and complete to the best of my knowledge and ability.  I understand that the 
misrepresentation or omission of facts may be grounds for disqualification or for terminating any position 
obtained as a result of this application. 
 
 
Applicant’s Signature        Date 


