
Internal Employment Application Process

The Office of Human Resources

Thank you for considering job opportunities within the College. The following guidelines have been provided to make this a more 
efficient process. Please feel free to contact the Office of Human Resources at ext. 2622 should you have any questions.

* To apply for an internal job opportunity, please complete the Internal Employment Application.

* Please complete all sections of the internal job application form. Indicate how your training and experience meets the job     
      qualifications and requirements specified in the vacancy announcement.

* Sign and date the application.

* If you have a resume available, submit it with your completed application.

* Submit application and resume to hr@tcnj.edu or deliver directly to the Office of Human Resources (Administrative Building, rm 101).

* Applications must be received in Human Resources by the job posting closing date.

NOTE:

To be eligible to participate in the job posting process you must be employed at your current position for at least one year, have a 
satisfactory work record, and be in good standing at your current position. Exceptions will require approval from the Vice 
President of Human Resources. 
  
If you require assistance in the application process, please contact Human Resources at ext. 2622 or by email at hr@tcnj.edu. With 
appropriate notice, reasonable accommodations will be made in the employment process for individuals with disabilities. 
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INTERNAL APPLICATION FOR EMPLOYMENT

* This form is to be used by current TCNJ employees only.

PERSONAL INFORMATION

Employee ID#: Date of Hire:

Last Name: First Name:

Work Phone 
Number:

Cell/Alternate 
Phone Number:

POSITION APPLIED FOR:

Job Posting #: Position Title:

Department:

CURRENT EMPLOYMENT INFORMATION

Current State 
Title: 

Current 
Supervisor:

Department:

May we contact your supervisor?

Please indicate why you are 
interested in this position:

Are you related to anyone working in the department 
for this position which you are applying?

If yes, indicate name of 
Employee:

Please explain specifically how 
you feel this position could 
enhance your career growth and 
development:

Briefly describe your 
qualifications for the position, 
including education, skills, 
abilities, and work experience 
(Attach resume):
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Date:



APPLICANTS STATEMENT

I certify that answers given herein are true and complete to the best of my knowledge. I authorize investigation of all 
statements contained in this application for employment as may be necessary in arriving at an employment decision. 
I understand that this application is not intended to be a contract of employment. I understand that any false, 
inaccurate or misleading information contained in my application or provided by me during my interview will result 
in denial of my application, or termination from employment. I also understand that I am required to abide by all 
rules and regulations of the College.

Signature of Employee: Date:

COLLEGE USE ONLY

Date application received by Human Resources: Was employee interviewed?

Date of interview: Start date: Grade/Step:

Human Resources Representative: Date:
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