
H U M A N  R E S O U R C E S
4 6 0 1  M i d  R i v e r s  M a l l  D r i v e  

C o t t l e v i l l e ,  M O   6 3 3 7 6  • Phone:(636) 922-8421 
Website: http://www.stchas.edu

APPLICATION FOR EMPLOYMENT

Name and Location of School No. of Years
Completed

Degree
Obtained

DegreeMajor

o Yes   o No

o Yes   o No

o Yes   o NoCollege

College

High School

POSITION
Title of position applying for:  ______________________________________________________________________________
Department: ___________________________________________________________ Requisition No.:  __________________
(NOTE: A separate application is required for each position for which you are applying. Photocopies are accepted.)

PERSONAL DATA
Name: _________________________________________________________________________________________________

(Last) (First) (MI)

Phone: (______)______________________________________           (______)______________________________________
(Work) (Home)

Address: _______________________________________________________________________________________________
(Street) (City) (State) (Zip)

Social Security No.: _________________________     Are you 18 years of age or older?   o Yes   o No
Have you ever been employed under a different name? o Yes   o No

If so, please provide name(s): _____________________________________________________
Are you related to anyone employed by SCC?   o Yes   o No

If so, please provide name(s): _____________________________________________________
A conviction record may not necessarily disqualify you from employment unless such record would reasonably affect your 
suitability for the job for which you have applied. 

Have you ever been convicted of, pled guilty to, or pled nolo contendere (no contest) to a felony or a misdemeanor other than
a minor traffic offense? (If applying for a position that requires operation of a college vehicle, please disclose traffic offenses.)
o Yes   o No
If yes, please explain: ___________________________________________________________________________________
_____________________________________________________________________________________________________ 

If employed, can you provide documentation establishing your identity and authorization to be legally employed in the United States?
o Yes   o No

EDUCATION

How did you hear about the position for which you are applying?

o SCC Website  o St. Louis Post-Dispatch  o Suburban Journal  o Other Print Ad ________________ (please specify)

o Other Online Source ________________  o Chronicle  o Other ________________

For HR Use Only

RELATED SKILLS
List computer and technical skills/credentials relevant to this job, including certifications, research and publishing activities, 
volunteer work, clerical skills, or other specialized skills.

___________________________________________________________________________________________________________

___________________________________________________________________________________________________________

REV 3/07

College o Yes   o No



EMPLOYMENT HISTORY List your last four employers, starting with the most recent. You may attach supporting 
documents (resume, letters of reference, etc.).

FACULTY/CONTINUING EDUCATION INSTRUCTOR POSITIONS
ANSWER THESE QUESTIONS ONLY IF YOU ARE

APPLYING FOR A FACULTY/CONTINUING EDUCATION INSTRUCTOR POSITION.

Have you ever held or do you now hold a Teacher’s Certificate, Career Education License, or other license? o Yes   o No
Have you ever had a certificate or license suspended, withdrawn, or revoked?   o Yes   o No
If yes, please indicate circumstances:  ________________________________________________________________________
Are you available to teach during the day? o Yes   o No           Are you available to teach in the evenings? o Yes   o No
Are you available to teach on Saturdays? o Yes   o No
If applying for a faculty position, PLEASE PROVIDE COPIES OF YOUR COLLEGE TRANSCRIPTS. 
Note: SCC will retain application materials for adjunct faculty and continuing education instructor positions for one year.

Dates Employed

From:              To:

Salary Start:

Salary End:

Full-Time:  o 

Part-Time:  o 

No. of Hours Per Wk: ______

Reason for Leaving:

Duties:

Position Title:

Organization Name:

Supervisor’s Name/Phone:

Other Reference Name/Phone:

May we contact this employer? o Yes   o No

Dates Employed

From:              To:

Salary Start:

Salary End:

Full-Time:  o 

Part-Time:  o 

No. of Hours Per Wk: ______

Reason for Leaving:

Duties:

Position Title:

Organization Name:

Supervisor’s Name/Phone:

Other Reference Name/Phone:

Dates Employed

From:              To:

Salary Start:

Salary End:

Full-Time:  o 

Part-Time:  o 

No. of Hours Per Wk: ______

Reason for Leaving:

Duties:

Position Title:

Organization Name:

Supervisor’s Name/Phone:

Other Reference Name/Phone:

Dates Employed

From:              To:

Salary Start:

Salary End:

Full-Time:  o 

Part-Time:  o 

No. of Hours Per Wk: ______

Reason for Leaving:

Duties:

Position Title:

Organization Name:

Supervisor’s Name/Phone:

Other Reference Name/Phone:

PLEASE READ CAREFULLY AND SIGN

If hired by St. Charles Community College (SCC), I agree to abide by all of the College rules and regulations, and understand that, if employed, my
employment is at will, which means my employment may be terminated with or without cause, and with or without notice, at any time, at the
option of the College or by me. I further understand that no representation, whether oral or written, by any representative of the College, at any
time, can constitute a contract of employment. I acknowledge that SCC has not made any promises or representations that differ from those con-
tained in this paragraph.

I understand that upon hire with the College I must provide satisfactory documents to establish my identity and right to work in the United States,
and that failure to provide this evidence will result in the termination of my employment. If an offer of employment is made, I agree to submit to
screening for illegal substances and legal substances used illegally and/or a medical examination, if requested.

I release and agree to hold harmless any individual, company, business institution, or government agency from all liability with regard to furnishing
information to SCC. I agree to release and hold harmless St. Charles Community College from all liability with respect to the receipt of such infor-
mation. This authorization and consent shall be valid in original, fax, or copy form. I certify that the information I have furnished on this applica-
tion form and any supporting documents are accurate and complete. I understand and agree that, if employed by the College, any false, inaccurate,
or misleading statement or omission made in this application or in connection with the interview or employment process may result in immediate
termination of employment.

APPLICANT SIGNATURE: _______________________________________    DATE: _____________
St. Charles Community College is committed to equal opportunity employment.

The College is committed to non-discrimination and equal opportunity regarding the treatment of students, faculty, and staff. The College adheres to
a strict non-discrimination policy in student admission, educational programs, activities, and employment regardless of race, color, sex, sexual
orientation, religion, creed, national origin, ancestry, age, veteran status, or disability. The College is an Equal Opportunity Employer.
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