Temporary Pooled Recruitment / Skills Information Sheet

Name____________________________________                                     Date_____________________

Phone____________________________________

Preference Information

	Full-Time   
	Permanent   
	Department(s)
	____________________________________

	Part-Time  
	Temporary   
	Duties/Skills
	____________________________________

	Hours available   _____________
	  ___________________________________________________________

 


 

Check Skills you possess, proficiency level, and years experience.
	Skill
	 
	Proficiency
	Year (s) Experience

	 
	 
	Fair  Good  Excellent
	0-1  2-3   4-6  7+

	(Multi-Line Telephone
	(         (         (
	(    (    (   (

	(Writing Skill
	 
	(         (         (
	(    (    (   (

	(Taking Minutes 
	 
	(         (         (
	(    (    (   (

	(Scheduling
	 
	(         (         (
	(    (    (   (

	(Familiarity with campus
	(         (         (
	(    (    (   (

	(Customer Service
	 
	(         (         (
	(    (    (   (

	(Cash Handling
	 
	(         (         (
	(    (    (   (

	(Accounting/ Bookkeeping
	(Grant

(Payroll

(Budget
	(         (         (
(         (         (
(         (         (
	(    (    (   (
(    (    (   (
(    (    (   (

	(Keyboarding  
	WPM ________errors_____
	(         (         (
	(    (    (   (

	(Data Entry
	 
	(         (         (
	(    (    (   (

	(E-mail
	(Outlook 2000  (Eudora

( Other_________________             
	(         (         (
	(    (    (   (

	(Word Processing

 

 
	(WordPerfect

(Microsoft Word

(Other_________________
	(         (         (
(         (         (
(         (         (
	(    (    (   (
(    (    (   (
(    (    (   (

	(Spreadsheets
	(Lotus

(Excel

(Other_________________
	(         (         (
(         (         (
(         (         (
	(    (    (   (
(    (    (   (
(    (    (   (

	(Database

 
	(Access

(Banner

(Other_________________
	(         (         (
(         (         (
(         (         (
	(    (    (   (
(    (    (   (
(    (    (   (

	(Desk Top          Publishing
	(MS Publisher

(Page Maker

(Other_________________
	(         (         (
(         (         (
(         (         (
	(    (    (   (
(    (    (   (
(    (    (   (

	(Internet
	(Research

(Web page design
	(         (         (
(         (         (
	(    (    (   (
(    (    (   (

	(Other Skills
	_______________________
	(         (         (
(         (         (
	(    (    (   (
(    (    (   (

	
	
	
	
	


·  

·      Please attach to your detailed resume and submit to Human Resource Services.  
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