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 Office of Staff Human Resources

Staff Human Resources:
530-898-6771

 Kendall Hall, Room 222

Job Line (updated weekly):
530-898-6888

 Chico, CA 95929-0010

Staff Human Resources Fax:
530-898-5120

Staff Human Resources regular work schedule is Monday through Friday, 8:00 am to 5:00 pm
Starting in May and ending in August, campus summer work hours are 7:00 am to 4:30 pm Monday-Thursday 
and 7:00 am to 11:00 am Friday. Most departments, including Staff Human Resources, follow this schedule.

CSU, Chico vacancy information and application forms are on the Web at www.csuchico.edu/hr/vacancies.shtml
INFORMATION FOR JOB APPLICANTS

Thank you for considering CSU, Chico for employment. The following is a brief overview of the application and hiring process used on campus. Any person with a disability who needs accommodation during any phase of the recruitment process is encouraged to contact us in advance.

Because of the large volume of applications received, and because all applicants will be contacted by mail or email, if available, regarding receipt of application, we request that you not call the Office of Staff Human Resources for information regarding your place in the process. It may take approximately three to four weeks to complete our review of applications. We are also unable to provide feedback on application packages that have been submitted or on interviews.

1. The application process is an indication of your ability to understand and follow written instructions as provided on the application, vacancy announcement, and this information sheet. Failure to include required information will result in the disqualification of your application. Please read all three documents carefully. Applicants are responsible for ensuring that applications are complete when submitted.

2. Applications for employment are accepted only for vacant positions as they occur. Vacancies are posted each week and are located outside Kendall Hall, Room 220; on the Job Line (898-6888); and on the Web at www.csuchico.edu/hr/vacancies.shtml. The vacancy announcements include the specific duties and requirements of each position and the closing date for filing an application. Supplemental questionnaires, résumés, cover letters, letters of recommendation, licenses, or certificates may be required in addition to the employment application. The vacancy announcements and Web postings always state the required documents for a vacant position. Failure to submit all required documents by the deadline will disqualify your application from further consideration. Faxed/emailed application packets will only be accepted to hold a place in the applicant pool and MUST promptly be replaced by original documents either in person or through the postal mail. The Office of Staff Human Resources must receive your application (including faxed/emailed copies) by 5:00 pm on the closing date of the recruitment – postmarks and late faxes/emails will not be accepted as timely.

3. To allow for accurate review and consideration, your application must provide a complete and detailed description of your work experience. When a certain number of years of experience are specified as a job qualification, the full-time equivalent is required. For example, someone who has four years of half-time experience is considered to have the equivalent to two years of full-time experience. It is to your benefit to be as thorough as possible because this information will be used to determine if you are qualified for the position. A résumé or letters of recommendation may be attached, even if they are not required. Although you may attach a résumé, it is still necessary to complete the Employment History on the back of the application form. Only refer to the résumé for the duty description. Multiple-page résumés are acceptable.

4. After the closing date, all applications will be screened for minimum qualifications. Applicants not meeting the minimum qualifications or submitting an incomplete application package will be notified that they have been excluded from further consideration. Applications that meet the minimum qualifications will be notified that their application packets have been received. There will only be further contact with those selected for an interview.

5. Based on the required duties, the Selection Committee will select the top applicants for oral interviews. The selected applicants will be contacted and an interview will be scheduled. Interviewed applicants will be required to sign an Employment Information Release form authorizing the University to check references. Before making a formal job offer, a reference check will be conducted on the top candidate(s). Applicant(s) will be notified before the references are contacted. Those interviewed and not selected will be notified.

ADMINISTRATIVE SUPPORT POSITIONS REQUIRING KEYBOARDING CERTIFICATES: Applicants must submit a current, valid keyboarding certificate (less than one year old). A CSU, Chico employee who is currently in a keyboarding position is not required to submit a certificate to receive credit for the minimum typing speed. Applicants who are currently employed by another CSU campus must submit a certificate to be considered for a keyboarding position.

Keyboarding speeds may be certified by an employment agency on either a typewriter or a computer keyboard. To be valid, certificates must indicate the items listed below. If a certificate does not include one of these items, ask the issuing party to write it in:

· Length of test (a five-minute timed test is required)

· Date the test was taken

· Address and telephone number of the agency where the test was taken

· Signature of the person administering the test 

· Gross words per minute

· Number of errors (we will deduct two words for each error from the gross words per minute)

Example: 49 gwpm with 2 errors would be calculated as 49 – 4 = 45 wpm.

Keyboarding tests are administered by private employment agencies for a minimal fee; CSU, Chico does not administer these tests. Certificates from typingtest.com and other Web-based agencies are unacceptable because they typically do not include all of the required information and we are unable to verify the information. Photocopies of certificates are acceptable, provided the copies are clear – erasures or whiteout are not acceptable. CSU, Chico reserves the right to verify certificates with the issuing agency.

POSITIONS REQUIRING A DEGREE: Before being appointed to a position requiring an educational degree, the successful applicant must submit copies of official transcripts to the Office of Staff Human Resources as proof that he or she has met the educational requirements of the position.

	NOTE: 
	Associated Students, Foundation, and student employees are not University employees and consequently are not eligible to apply for vacancies open only to campus employees. 

CSU, Chico is required by federal law to hire only persons authorized to work in the United States. To comply with the Immigration Reform and Control Act of 1986, employees must provide proof of identity and authorization to work. Do not include this confidential documentation in your application package.

All application materials become the property of CSU, Chico and, unless specified otherwise within the vacancy announcement, will not be returned to the applicant. Retain originals and submit copies of documents you wish to keep.

The California State University is responsible for protecting sensitive recruitment data and maintains confidentiality of that data, as required by the Information Practices Act. All information collected through the recruitment process complies with the provisions of that Act.
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STAFF/MANAGEMENT APPLICATION FOR EMPLOYMENT

California State University, Chico






Recruitment Number:     
Office of Staff Human Resources

Chico, California 95929-0010







Position Title:      
Voice 530-898-6771  Fax 530-898-5120 


Job Line 530-898-6888








Department:       
www.csuchico.edu/hr/vacancies.shtml
E-mail: humanresources@csuchico.edu
If hired, employee will be required to furnish proof that he or she is legally authorized to work in the U.S. 

Can you furnish such proof?  
 FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO

	     
	     

	Name:  Last, First, Middle Initial – as it appears on your Social Security Card
	Preferred first name, if different


	     
	     

	Mailing Address Post Office Box or Number and Street  
	City, State, and Zip


	(   )      
	(   )      
	(   )      

	Home Phone Number
	Work Phone Number
	Message Phone Number


E-mail Address where you can receive confidential 

information regarding the status of your application (OPTIONAL)
     

Are you over the age of 18?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO  If not, can you furnish a work permit indicating the right to work?   FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO

Are you currently employed by CSU Chico, in any capacity?
 FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO
	EDUCATION                                       Jr. High               High School    
	Jr. College
	University

	 Check highest grade completed       FORMCHECKBOX 
 7; FORMCHECKBOX 
 8;  FORMCHECKBOX 
 9       FORMCHECKBOX 
 10;  FORMCHECKBOX 
 11;  FORMCHECKBOX 
 12       
	               FORMCHECKBOX 
 1;  FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 1;  FORMCHECKBOX 
 2;  FORMCHECKBOX 
 3;  FORMCHECKBOX 
 4

	
	
	 FORMCHECKBOX 
 5;  FORMCHECKBOX 
 6;  FORMCHECKBOX 
 7;  FORMCHECKBOX 
 8

	
	
	

	Name of School
	Major
	Diploma/Degree Earned

	High School:      
	     
	     

	Jr. College / University:      
	     
	     

	Graduate School:      
	     
	     

	Professional Schools or Licenses and Certificates:      
	     
	     

	Apprenticeships and Trade Schools:      
	     
	     


	SKILLS

 FORMCHECKBOX 
 Keyboarding (      WPM)

 FORMCHECKBOX 
 Word Processing

 FORMCHECKBOX 
 Electronic Spreadsheet

 FORMCHECKBOX 
 Data Entry

 FORMCHECKBOX 
 Calculator

 FORMCHECKBOX 
 Other:      
	List software packages you use:

 FORMCHECKBOX 
 Microsoft Word

 FORMCHECKBOX 
 Microsoft Excel

 FORMCHECKBOX 
 Power Point

 FORMCHECKBOX 
 Database:      
	Others:      


VOLUNTEER SERVICES
Describe any duties (not agencies) you perform as a volunteer that may be related to the position for which you are applying.

     
As an adult, have you ever been convicted of any crime? (Excluding non-felony traffic violations.) A conviction includes a plea, verdict, or finding of guilt, regardless of whether a sentence was imposed by the court. A conviction will not necessarily disqualify an applicant from employment. You need not provide information about marijuana possession convictions for a violation of Health and Safety Code Section 11357(b) or (c), Section 11360(c), or 11364, 11365, or 11550 that occurred more than two years ago.

 FORMCHECKBOX 
 NO     FORMCHECKBOX 
 YES

If ‘yes’, explain:      
Have you been arrested for any criminal offense for which you are out on bail, or on your own recognizance, pending trial?                                            FORMCHECKBOX 
  NO    FORMCHECKBOX 
 YES   Note: The employer cannot use such an arrest as a basis to deny employment, unless the person is convicted.

EMPLOYMENT HISTORY
Account for work experience during the last 10 years and describe specific duties that are relevant to the position for which you are applying.  To allow for accurate review and consideration, your application should provide a complete and detailed description of your work experience.  It is to your benefit to be as thorough as possible because this information will be used to determine if you are qualified for this position.  You may attach an additional page if more space is required or refer to a résumé only for the duties description.
	FROM (mo/yr)

     
	TO (mo/yr)

     
	JOB TITLE or OCCUPATION: Part time FORMCHECKBOX 
  Full time  FORMCHECKBOX 

     
	NAME OF YOUR DIRECT SUPERVISOR

     

	EMPLOYER’S NAME and ADDRESS:

     
	SUPERVISOR’S PHONE NUMBER

(   )      

	DESCRIPTION OF DUTIES:       

	REASON FOR LEAVING:      


	FROM (mo/yr)

     
	TO (mo/yr)

     
	JOB TITLE or OCCUPATION: Part time FORMCHECKBOX 
  Full time  FORMCHECKBOX 

     
	NAME OF YOUR DIRECT SUPERVISOR

     

	EMPLOYER’S NAME and ADDRESS:

     
	SUPERVISOR’S PHONE NUMBER

(   )      

	DESCRIPTION OF DUTIES:       

	REASON FOR LEAVING:      


	FROM (mo/yr)

     
	TO (mo/yr)

     
	JOB TITLE or OCCUPATION: Part time FORMCHECKBOX 
  Full time  FORMCHECKBOX 

     
	NAME OF YOUR DIRECT SUPERVISOR

     

	EMPLOYER’S NAME and ADDRESS:

     
	SUPERVISOR’S PHONE NUMBER

(   )      

	DESCRIPTION OF DUTIES:       

	REASON FOR LEAVING:      


	FROM (mo/yr)

     
	TO (mo/yr)

     
	JOB TITLE or OCCUPATION: Part time FORMCHECKBOX 
  Full time  FORMCHECKBOX 

     
	NAME OF YOUR DIRECT SUPERVISOR

     

	EMPLOYER’S NAME and ADDRESS:

     
	SUPERVISOR’S PHONE NUMBER

(   )      

	DESCRIPTION OF DUTIES:       

	REASON FOR LEAVING:      


APPLICANT CERTIFICATION

I hereby certify that I completed this application form myself and that all statements are true and complete.  If employed, I understand that any falsification of the record will be cause for termination.
SIGNATURE must be original






DATE

Office of the Vice Provost for Human Resources

California State University, Chico

Chico, California  95929-0024

Applicant Information 

Staff/Administrative Positions

Name:  __________________________________ ZIP Code: ____________ Date: _____________
Recruitment Number/Title:  ____________________________
Department: ___________________
California State University, Chico is required to collect and maintain summary information on the gender, ethnic background, and veteran status of applicants.  To assist us in complying with this requirement, please complete and return this questionnaire with your application packet.  Providing the requested information is VOLUNTARY and will have no bearing on your consideration for employment at CSU, Chico.  This information is confidential and will be used for statistical purposes only. 

Gender:             (  Male           (  Female

Ethnicity:  (Please check appropriate ethnic designation(s))  If more than one please indicate primary ethnicity.

Primary
(
WHITE/European-American
Persons having origins in any of the original peoples of Europe,

    (


North Africa, or the Middle East.

(
BLACK/African-American
Persons having origins in any of the Black racial groups of Africa.
    (
(
HISPANIC
Persons having origins in Mexico, Puerto Rico, Cuba, Central or 
    (


South America, or Spanish culture or origin, regardless of race.

(
ASIAN or PACIFIC
Persons having origins in any of the original peoples of the Far 

    (
             ISLANDER
East, Southeast Asia, the Indian subcontinent, or the Pacific Islands.   


Including for example, Hawaii, the Philippines, Guam, and Samoa.

(
NATIVE AMERICAN or
Persons having origins in any of the original peoples of North America 
    (

ALASKAN NATIVE
and those who maintain cultural identification through tribal affiliation 



or community recognition.

(
OTHER NON-WHITE
Please specify:  _____________________________________________
    (
Veteran Status:   
U.S. Veteran?         
(  YES   
(   NO

(  Vietnam-era
Active duty for more than 180 days between August 4, 1964 and May 7, 1975.

From What Specific Source Did You Learn of the Position Vacancy?  (Choose one only please)

· Newspaper: (name of publication)

(
Job Line

____________________________________________________

(
CSU, Chico Human Resources




(
CSU, Chico Website

· World Wide Web: (specify website) _______________________

(
Campus Announcements





(
Employment Office (EDD)

(       
Employee of CSU, Chico (name) __________________________

(
Am a current employee

· Other:  (please specify)  ________________________________

Thank you for completing this form and for your interest in California State University, Chico.

California State University, Chico is an Equal Opportunity Employer


