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APPLICATION FOR EMPLOYMENT

Lesley is an equal opportunity employer

Please complete each section fully and accurately.  Please PRINT, except for the signature at the end of this application.  Please indicate if you need additional space to complete an answer to any questions listed below.  Any applicant requiring assistance in completing this application or requiring an application in an alternative format should contact the Human Resource Department.

GENERAL INFORMATION 

Name________________________________________________________________________
Last 



First 



Middle
Please list any other names under which 

you have worked or attended school._______________________________________________
Address______________________________________________________________________
Number & Street 


City 


State 

Zip Code

Your e-mail and/or website (if you have one) _________________________________________
Phone Number ________________________ Social Security No._________________________
Position(s) applied for: ___________________________________________________________
What are you seeking?  
  Full-Time

  Part-Time

   Temporary

  Partial-Year (i.e., 9 months, 10 months) 
   Adjunct/National
Are you legally permitted to work in the United States?     Yes    
   No
Are you able to provide documentation demonstrating your 
legal ability to work in the United States?       
 
  Yes      
   No

How did you learn about this position?

   Lesley University website 

   Internet
   Newspaper/Print Ad


   Referred by Lesley employee 

   Other (specify)


      Name of employee___________________________
Have you ever applied for employment at Lesley before? 
  Yes        No
If yes, when? __________________________

Have you ever worked at Lesley? 


        
  Yes        No

If yes, when? __________________________

Do any of your relatives currently work at Lesley?           

  Yes        No

If yes, please state his/her name and department: 
In case of emergency, please contact:
Name: _________________________________Relationship:____________________________

Address/ Phone Numbers:________________________________________________________
YOUR BACKGROUND
We request your cooperation in providing ethnicity information to assist us in keeping Affirmative Action statistics.  Thank You.
Ethnicity: 







Gender:
Hispanic or Latino   FORMCHECKBOX 
 YES  FORMCHECKBOX 
 NO




 FORMCHECKBOX 
 Male  FORMCHECKBOX 
 Female 

Race:      Indicate one or more of the following racial groups in which you consider yourself a member: (OR Indicate one or more of the following racial groups with which you identify.)

1. 
American Indian or Native Alaskan 

4.____ Black/ African-American

2. 
Asian 





5.____White

3. 
Native Hawaiian or Pacific Islander

Are you a Veteran?  If yes, please check all the classifications that apply to you.

1. ___Special Disabled Veteran

     5.___Recently Separated Veteran (1 year)

2. ___Disabled Veteran


     6.___Recently Separated Veteran (3 year)

3. ___Armed Forces Service Medal Veteran   
     7.___Veteran of the Vietnam Era

4. ___Other Protected Veteran

Read instructions A (1) through A (6) that follow before you answer question B below. Conviction of a crime is not an automatic bar to employment at Lesley; we will consider all relevant circumstances.
A. Instructions: You are not required to provide information about:

(1) Any offense committed before your 17th birthday;

(2) A first conviction for any of the following misdemeanors: drunkenness, simple assault, speeding, minor traffic violations, affray, or disturbance of the peace;

(3) A misdemeanor conviction when the date of conviction or ending date of any period of incarnation resulting from such conviction, whichever is later, was 5 or more years prior to the date of this application, and you have not been convicted of any offense in the last 5 years.  If you have been so convicted, you must report all convictions that occurred before and during the 5-year period;

(4) An arrest, detention, or disposition where there was no conviction;

(5) An applicant for employment with a sealed record on file with the Commissioner of Probate may answer “no record” with respect to any inquiry in this application relative to prior arrests, criminal court appearances or convictions; and

(6) An applicant for employment may answer “no record” with respect to any inquiry relative to prior arrests, court appearances and adjudications in all cases of delinquency or as a child in need of services which did not result in a complaint transferred to the Superior Court for criminal prosecution.

B. Have you been convicted of any criminal offense other that the exceptions listed in the 
Instructions above? 

  YES

  NO

  NO RECORD

If YES, list below each criminal offense for which you have been convicted. Please indicate if additional space is needed.

	Date
	Court
	Offense
	Disposition

	
	
	
	

	
	
	
	


YOUR EMPLOYMENT HISTORY
List the most recent information first.  Account for all periods of time and all positions held over the last ten years.  Please include military service.  You may include volunteer positions, if you wish.  Please indicate if additional space is needed.
Organization’s Name and Address:____________________________________________________________
Your Position and Duties:
        ______________________________________________________________


        
_______________________________________________________________________________________
Dates of Employment:
From: _____________________To: ____________________________
Salary Information:
Beginning Salary $___________________Ending Salary: $________________
Reason for Leaving:
_____________________________________________________________
Supervisor: ______________________________
Telephone No.:______________________
Organization’s Name and Address:_____________________________________________________________ 
Your Position and Duties:
        _______________________________________________________________


        

________________________________________________________________________________________
Dates of Employment:
From: _____________________To: ____________________________

Salary Information:
Beginning Salary $___________________Ending Salary: $________________

Reason for Leaving:
_______________________________________________________________
Supervisor: ______________________________
Telephone No.:______________________
Organization’s Name and Address:_____________________________________________________________ 
Your Position and Duties:
        ________________________________________________________________


        

_________________________________________________________________________________________
Dates of Employment:
From: _______________________To: ______________________________

Salary Information:
Beginning Salary $___________________Ending Salary: $________________

Reason for Leaving:
_______________________________________________________________
Supervisor: ______________________________
Telephone No.:_______________________

Have you ever been involuntarily terminated from a job?        

 YES

 NO
If yes, please explain any and all such circumstances below.

YOUR EDUCATION AND TRAINING
Please note that you may be asked to provide proof of graduation or certification.

	Name and Address of School
	# of Years Completed
	Major and/or Courses Of Study
	Did You Graduate?
	Degree or Certificate Obtained

	High School
	
	
	
	

	College
	
	
	
	

	Other Training / Education
	
	
	
	


Please list any additional information that relates to your ability to perform the essential functions of the job for which you applied (e.g., licenses, certifications, etc.).  Include computer skills.

PLEASE READ THE FOLLOWING CAREFULLY
I certify that the information I have provided in this application, on any accompanying resume, and any other information I have provided about my background and experience is true and complete.  I understand that any material misrepresentation or withholding of information will result in the rejection of this application, or the termination of my employment if such misrepresentation or withholding is discovered after my employment begins.  I further understand and agree that Lesley has complete and unfettered discretion in determining what is material for the purpose of this paragraph.

I authorize Lesley University to make inquiries regarding my work and educational history from any of my past employers and from educational institutions that I have attended.  I release Lesley University, as well as my past employers and educational institutions, from any and all liability or damage for requesting and/or issuing this information.

I understand that employment at Lesley University may depend on satisfactory completion of CORI (Criminal Offender Record Information) and/or other appropriate background checks.  I agree to cooperate with the University in effectuating CORI and/or other background checks if asked, and understand that I may be required to sign separate consent forms for this purpose. 

I understand that, if I am hired, I must provide proof of eligibility to work in the United States.  If I cannot provide such proof within three (3) days of my hire, I understand that Lesley reserves the right to terminate my employment.

I understand that, with the exception of tenured faculty or in the absence of a formal written employment contract signed by a duly authorized representative of the University, employment at Lesley is at-will.  This means that, if I am hired, I may terminate my employment at any time and for any reason, and Lesley retains the same right.

Date:_____________________Signature:__________________________________________________
This application for employment will remain active for a limited time.  Unless otherwise determined by Lesley, this application will be considered only in connection with the identified opening for which it is submitted.  Check with the Human Resource office for details.  Notice: it is unlawful in Massachusetts to require or administer a lie detector test as a condition of employment or continued employment.  An employer who violates this law shall be subject to criminal penalties and liabilities.

      
Rev. 09/11


