Kingwood Personnel, Inc.

281-358-2018 * 281-358-7330

Date _________
Social Security # __________________   Driver’s License #_________________
  State _________

Name________________________________________________________________________________________

Address _____________________________________________ City ______________________
State _________

Home Phone __________________    Business __________________
Mobile ____________________________

Position Desired ________________________

2nd Choice_______________________________________

Salary  Desired_____________   Area_______________________________________________________________

Education College_____________________________
HS____________________________________________

Other________________________________________________________________________________________

Available ______________
Referred by _________________________________________________________

Work Experience (Last 3 Positions Held)

Company Name ________________________
Position______________________
Dates_________________

Address _______________________City____________________State _______ Phone ________________________

Supervisor_____________________________________________
Title________________________________

Duties_________________________________________________________________________________________

Reason For Leaving ______________________________________________Salary_____________________________

Company Name ________________________
Position______________________
Dates_________________

Address _______________________City____________________State _______ Phone ________________________

Supervisor_____________________________________________
Title________________________________

Duties_________________________________________________________________________________________

Reason For Leaving ______________________________________________Salary_____________________________

Company Name ________________________
Position______________________
Dates_________________

Address _______________________City____________________State _______ Phone ________________________

Supervisor_____________________________________________
Title________________________________

Duties_________________________________________________________________________________________

Reason For Leaving ______________________________________________Salary_____________________________

Administrative Skills
Computer Skills
How’d you hear about us
Typing 
_____  ___________
MS Word
_____  ___________
Individual Referral
​​​​​​​​​​​____________


Dictation 
_____  ___________
MS Excel
_____  ___________
Phonebook
____________

10-Key
_____  ___________
Powerpoint
_____  ___________
Internet
____________


Acct/Pay
_____  ___________
MS Access
_____  ___________
Newspaper
____________

Acct/Rec
_____  ___________
HTML
_____
___________
Other 
____________

Billing
_____  ___________
Accounting Software

Payroll
_____  ___________
____________________________
Misc. Needs


Collections
_____  ___________
Languages (Except English)
Health Insurance
____________

Data Entry
_____  ___________
_____________________________
401(k) Rollover
____________ ___________________________________________________________________________________________

It is the policy of Kingwood Personnel to not discriminate in any personnel action or other relations with its employees or applicants for employment because of race, color, religion, sex, national origin, age, physical or mental handicap, or because the individual is a special disabled or Vietnam Era Veteran.

It is also the policy of Kingwood Personnel that every employee has the right to work in an environment free of sexual harassment or intimidation.  If you feel your right has been violated, please contact Kingwood Personnel immediately.

I hereby attest that my information is true, correct and complete.  I attest that I have not withheld or falsified any information.

I understand that a further condition of employment may be:

· A criminal background verification

· Drug and/or alcohol testing

· Employment verification

· Education verification

I consent to the above testing and verification and understand that employment and compensation can be terminated at any time with/or without notice and without cause at the option of Kingwood Personnel or myself.

I understand that I must complete 520 hours of billable service with an employer before the employer may hire me directly.  Otherwise, the client will a pay Kingwood Personnel’s Buyout fee.

I understand that any discussion of a permanent position or the offer of a permanent position with the Client must be directed to Kingwood Personnel.

I agree to keep confidential and not use or disclose any information, secret or trade secrets of any Client company where I may work.  I agree to not remove from the Client’s premises any Client reports, records, papers, documents, equipment, material, or articles of any kind which I may prepare or which may come into my possession in any way.  I agree to deliver to the Client at the end of each period of my services with the Client, all such items in my possession.

Signed_____________________________________
        Date__________________

Notes:_______________________________________________________________

Assignments/Send Outs  _________________________________________________

____________________________________________________________________

