Op Doc 286A Exhibit E


RESUME / APPLICATION REVIEW CHECKLIST

Name of Applicant:
_______________________
Position Applied For:_____________________

Address (City & State):____________________________
Phone:____________________________

Received via:  _____E-Mail

_____Fax
_____Mail
_____Other:_________________

Relevant Experience:

Company:___________________________
Position:________________
Dates:________________

Company:___________________________
Position:________________
Dates:________________

Company:___________________________
Position:________________
Dates:________________

Education:

Degree:
_____________________________

Degree:
_____________________________

Professional Licenses:


_________________________________________
Exp. _____________

_________________________________________
Exp. _____________

Stated Salary Requirements:
_________________

Currently Employed:
_______________________
Relocation Needed:
___________________

Stated Reason for Job Change (if any):
______________________________________________

Disposition – if applicant appears qualified from resume/application review:

_____
Conduct Telephone Interview  (can be completed by HR or Hiring Supervisor/ Manager)
_____
Send Copy to Hiring Manager  (along with copy of resume/application)
_____
Schedule Personal Interview  (HR to coordinate with Hiring Supervisor/Manager)- Let Front Office 
Receptionist know of date/time of interview and who is involved.
Disposition – if applicant appears not qualified from resume/application review:

_____
Send Thank you Letter

_____
File
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