
First Name            Initial           Last Name        S.S. # Date

Street Apt. Work Phone Home Phone

City State Zip Cell Phone Email 

Car available? Location Desired (Circle All that Apply)
! Yes   ! No
Salary Desired Least Acceptable Salary Desired Title Years Experience
$ $
Administrative Skills Databases For Office Use Only DE:_________________ Cons.___________________
! Short Hand ! Access
! Speedwriting ! ACT
! Typing ! PeopleSoft
! Other ! Other
Foreign Language Fluency Graphics
! Chinese ! Russian ! Freelance
! French ! Spanish ! Pagemaker
! German ! Other ! PowerPoint
! Japanese ________________ ! Other
Accounting Spreadsheets
! AP ! Excel
! AR ! Lotus
! Balance Sheet ! MS Works
! Bank Reconciliation ! Other
! Collections Word Processing
! Payroll ! Word-Mac
Finance ! Word-Windows
! Series 6 ! WordPerfect
! Series 7 ! Other
! Series 63 AT PP IS GA VL
! Series 65 Status________________________
Employment History (Most Recent First)
Mo/Year Company Bonus Beg. Salary

OT Earnings Ending Salary
To City State Industry Reason for Leaving

Reported to/Title

Mo/Year Company Bonus Beg. Salary
OT Earnings Ending Salary

To City State Industry Reason for Leaving
Reported to/Title

Mo/Year Company Bonus Beg. Salary
OT Earnings Ending Salary

To City State Industry Reason for Leaving
Reported to/Title

Mo/Year Company Bonus Beg. Salary
OT Earnings Ending Salary

To City State Industry Reason for Leaving
Reported to/Title

Have you registered with Hegan Roessle Group previously? ! No  ! Yes  If yes, name of recruiter________________________________________

How did you hear of us?  ! Monster   ! HRG Website   ! Yellow Pages  ! Newspaper ______________    ! Referral _______________________

APPLICATION FOR EMPLOYMENT

Finl. Dist / Back Bay / Camb / 128N / 128 Central / 128S / N.Shore / S.Shore / 485N / 495 Central / 495S

 Hegan Roessle Group does not discriminate on the basis of age, sex, color, race, creed, or country of natural origin.



Education
High School City State Year Graduated GED

Secretarial School City State Year Graduated Major/Degree

College City State Year Graduated Major/Degree

Other Schooling Certificate

Currently Enrolled?  ! Yes  ! No Days Anticipated Times Graduation

Employment References
Manager Name/Title Company/Address Business Phone Home Phone

Co-Worker References
Name/Title Company/Address Business Phone Home Phone

Referrals
Name/Title Company/Address Business Phone Home Phone

Other Companies and / or Agencies Presently Registered With
Company Name Contact Company Name Contact

How long have you been seeking a new position?______________________________________________________________________________
Time frame to secure new position?    ! ASAP        ! 1 Week        ! 2 Weeks        ! As long as it takes

Have you been convicted of a felony or theft-related crime in the last 5 years?      ! Yes      ! No

I attest that the facts set forth in my application are true and complete and that any false statements are grounds for dismissal if 
offered employment.  I give Hegan Roessle Group permission to inquire about and verify my employment references.

___________________________________________________________________________________________________________________
Signature Date

Thank you for referring any co-workers, friends, or family member to us.  Should any of these individuals be
placed by us, you will receive a cash bonus payable to you after 90 days of employment.

 Hegan Roessle Group does not discriminate on the basis of age, sex, color, race, creed, or country of natural origin.


