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The University of Montana - Missoula

Office of Human Resource Services

Emma B. Lommasson Center Rm 252

Missoula, Montana 59812-1800

Phone: (406) 243-6766
FAX: (406) 243-6095

Temporary Pooled Recruitment/Skills Assessment Form
Please attach to detailed resume before submitting to HRS
ADA/EOE/AA/Veteran's Preference
As an Equal opportunity/Affirmative Action employer, we encourage applications from minorities, Vietnam era veterans, and women. This material is available in an alternative format upon request. Qualified candidates may request veterans’ preference in accordance with state law.

Applicant Information:  
	Last Name                                          First Name                        MI
                                                                                     

	Date:
     

	Current address                                                       City                       

                                                                        

	State                          Zip Code
                                       

	Preference Information:  
 FORMCHECKBOX 
  Full-time      FORMCHECKBOX 
 Part-time        Hours available:       

	Telephone and/or email
(     )      -     
     


Skills assessment – check the skills you possess, proficiency level, and year(s) of experience
	                                Skill
	             Proficiency 

Fair          Good      Excellent
	      Year(s) of Experience

0-1        2-3       4-6       7+

	 FORMCHECKBOX 
 Multi-Line telephone


	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Taking meeting minutes


	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Scheduling events/meetings


	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Customer service experience

	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Keyboarding/Ten-key
WPM:         Errors:      
	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Data Entry 

	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Standard office equipment (copiers, printers, fax machine)
	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Personal Computers   
 FORMCHECKBOX 
 MS Word             FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Email

 FORMCHECKBOX 
 Outlook                FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Spreadsheets

 FORMCHECKBOX 
 Lotus      FORMCHECKBOX 
 MS Excel      FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Database

 FORMCHECKBOX 
 Access    FORMCHECKBOX 
 Banner         FORMCHECKBOX 
 Other:       
	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Internet

 FORMCHECKBOX 
 Research       FORMCHECKBOX 
 Web design
	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Desk Top Publishing      FORMCHECKBOX 
 Page Maker
 FORMCHECKBOX 
 MS Publisher                  FORMCHECKBOX 
 Other:      
	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Graphic Design 


	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Cash handling


	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Accounting/Bookkeeping 
 
	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 


	 FORMCHECKBOX 
 Budget Management 

	 FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 

	 FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 
         FORMCHECKBOX 



Additional Skills/Abilities:  

	Describe your work experience in the operation of personal computers and related software (Microsoft Word, Excel, PowerPoint, Access, Outlook) and the internet.
     


	Using specific examples from your work history and/or education, demonstrate your knowledge of standard office practices and procedures AND writing skills: business English, spelling, grammar, punctuation, proofreading, and composition.  Attach a separate sheet if necessary.
     
 

	Professional/Trade Certificates, Licenses, etc.:  

     



I hereby authorize The University of Montana-Missoula to inquire about my record with any of my former employers, with the exception of _______________________________.  I hereby guarantee the correctness of the above statements.  The making of false statements will be sufficient cause for elimination from consideration for employment or for dismissal of employment.  

_____________________________________________________________________________

Signature








Date
