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LHP-21

Application Review Checklist-
(Please complete one form, provide a copy of the advertisement and mail a copy of all applications to LHP)

Position title: _____________________   Class #
_______
Closing Date: _____________


An application submitted without the following, may be grounds for application denial
General Information section 







          (top of Page 3)
· The application was completed using CH- 36 (Revised 02/2011). 
·  9 pages of the application are included. 
· The full Social Security Number was provided. 
· A complete address is listed, and at least one contact phone number provided.
Position(s) Applied For section 







    (middle of Page 3)
· The LHD, counties of interest and the exact classification title of position(s) is clearly noted. 


· (Counties and class is based on agency ad or approved open register)
Personal Information section “Criminal Conviction/Traffic Violations”


           (top of Page 4)
· All three (3) questions must be answered with either Yes or No. 
·  For any “Yes” response, the applicant must provide the date of each charge, the county of charge, and conviction reason for EACH offense.  Failure to do so is automatic denial. 
Education and Training section 







     (bottom of Page 4)
· The highest grade completed in school is noted.
· The applicant has provided a copy of the college transcript and/or licensure with the application.   
· Required when a minimum requirement or a substitution clause is listed.
· The transcript lists the date degree was awarded, the Major and course work taken. 
· A list of positions that require licensure may be found in AR-Vol. I, Personnel, pg. 15

Employment History section (Resume will not sub, this section must be completed in full)             (Page 6-8)

· The employer’s name, addresses, and phone contact information was provided.
· The start/end dates (MM/DD/YY) are complete, FT or PT is marked, and the approximate/average number of hours listed for each employer? *PRN work must include estimated weekly or average hours. 
· A clear description of work performed, including specific duties and tasks, for each period of employment is listed.  
· The application is signed & dated.  Failure to do so is automatic denial. 
· (Page 8- submitted on or prior to closing date, for advertised position). 
Employment History Supplemental- Skills section 





         (Page 9)
· The total experience and related job# from employment history on pages 6-8 has been provided.  
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