
Application Review Checklist
(Please complete and place on top of applications when submitting to LHP)

Position title:





Class #:


Closing Date:



General Information section (top of Page 2):
· Are all pages of the application included?
· Is the FULL Social Security Number listed?
· Is the complete address listed, and is at least one contact phone number given?
Position(s) Applied For section (middle of Page 2):
· Are your LHD and the exact title of position(s) clearly noted?
Personal Information section (top of Page 3 under Criminal Conviction/Traffic Violations):

· Are BOTH questions answered?
· For any “Yes” answer, is the charge, indication of misdemeanor or felony, and date & county of incident noted?
Education and Training section (bottom of Page 3):
· Is the highest grade completed in school noted?

· If applicable, are copies of transcripts and/or licensure attached?

*A list of positions that require licensure may be found in AR-Vol. I, Sect. IV:  Personnel, pg. 46.
Employment History section:
· Is each employer’s name and contact information completed?

· Are the start and end dates completed, FT or PT indicated, and number of hours noted for each employer?
· Is there a description of work performed, including specific duties and tasks, for each period of employment?
· Is the application signed & dated (on or prior to closing date, for advertised position)?
PAGE  
1
LHD_APP CKL

10/15/07 ECC

