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	Please return to:
Outside In – Human Resources
1132 SW 13th Ave

Portland, OR 97205-1703
Fax:  (503) 223-6837

Email: apply@outsidein.org 


Today’s Date:       

APPLICATION FOR EMPLOYMENT
The following two steps are REQUIRED to apply for staff positions: 1) complete this application; 2) attach a cover letter to this application. Incomplete applications will not be reviewed. Attaching a resume is optional.
	EQUAL OPPORTUNITY STATEMENT

	We appreciate your interest in working at Outside In and are committed to expanding the diversity of our staff. A diverse work force exemplifies our agency’s values and directly advances our mission. Outside In is an equal opportunity employer, dedicated to a policy of nondiscrimination. It is our intention that all applicants be given equal opportunity and that selection decisions are based on 
job-related factors.

Any person needing reasonable accommodation in the application process should contact the Human Resources office at Outside In.


	PERSONAL INFORMATION

	First Name

     
	Middle Name
     
	Last Name
     
	Preferred name (nickname)
     

	Address
     
	City

     

	State
     
	Zip
     


	Home Phone
     
	Cell Phone

     

	Email Address

     

	
GENERAL INFORMATION


	
How did you hear about this position?
 FORMCHECKBOX 
Ad      FORMCHECKBOX 
School      FORMCHECKBOX 
Internet
 FORMCHECKBOX 
Agency      FORMCHECKBOX 
Employee      FORMCHECKBOX 
Other

Identify referral source specifically:
     

	
	
Date Available to Begin Employment
     
Shifts Available
 FORMCHECKBOX 
Days

 FORMCHECKBOX 
Evenings
 FORMCHECKBOX 
Overnight
 FORMCHECKBOX 
Weekends


	
	
Position(s) Desired or of Interest
1.       
2.       
3.       
Are you 18 years of age or older?
 FORMCHECKBOX 
Yes     FORMCHECKBOX 
No


	
	
	Language Proficiencies (other than English)
list languages and whether you read/write/speak
     

	
	

	
MISSION STATEMENT:  Outside In helps homeless youth and other marginalized people move towards improved health and self-sufficiency.
Why are you interested in working at Outside In?
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	Please describe any experience you have working or interacting with people from diverse communities and cultures (professional, volunteer, life):
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	EDUCATION

	
	Name and Location of School
	Graduation & Degree
	Major and/or Areas of Study

	High School

     

	     
     
	Graduated?   FORMCHECKBOX 
Yes     FORMCHECKBOX 
No
	     

	College
     
	     
     
	Graduated?   FORMCHECKBOX 
Yes     FORMCHECKBOX 
No

Degree:      
	     

	College
     
	     
     
	Graduated?   FORMCHECKBOX 
Yes     FORMCHECKBOX 
No

Degree:      
	     

	Trade, Business, Vocational or other School
     
	     
     
	Graduated?   FORMCHECKBOX 
Yes     FORMCHECKBOX 
No

Degree:      
	     


	EMPLOYMENT/VOLUNTEER HISTORY

(Information may be verified.  Telephone numbers are very important.)
Please list all work or volunteer experience, beginning with your current or most recent. 
If space is insufficient, list on a separate page or photocopy this form.  

This section should be completed even if a resume is included in your application materials.

	Month/Year
	Company Name

     
	Position
     
	Salary
     
	

	
	Location (City/State)
     
	Supervisor
     
	Job Duties
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	From
     
	Phone
     
	Reason for Leaving
     

	
	

	To
     
	May we contact this employer prior to job offer?   FORMCHECKBOX 
Yes      FORMCHECKBOX 
No
     
	
	

	


	EMPLOYMENT/VOLUNTEER HISTORY

(CONT.)


	Month/Year
	Company Name

     
	Position
     
	Salary
     
	

	
	Location (City/State)
     
	Supervisor
     
	Job Duties
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	From
     
	Phone
     
	Reason for Leaving

     
	
	

	To
     
	May we contact this employer prior to job offer?   FORMCHECKBOX 
Yes      FORMCHECKBOX 
No
     
	
	

	

	Month/Year
	Company Name

     
	Position
     
	Salary
     
	

	
	Location (City/State)
     
	Supervisor
     
	Job Duties
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	From
     
	Phone
     
	Reason for Leaving

     
	
	

	To
     
	May we contact this employer prior to job offer?   FORMCHECKBOX 
Yes      FORMCHECKBOX 
No
     
	
	

	

	Month/Year
	Company Name

     
	Position
     
	Salary
     
	

	
	Location (City/State)
     
	Supervisor
     
	Job Duties
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	From
     
	Phone
     
	Reason for Leaving

     
	
	

	To
     
	May we contact this employer prior to job offer?   FORMCHECKBOX 
Yes      FORMCHECKBOX 
No
     
	
	

	

	Month/Year
	Company Name

     
	Position
     
	Salary
     
	

	
	Location (City/State)
     
	Supervisor
     
	Job Duties
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	From
     
	Phone
     
	Reason for Leaving

     
	
	

	To
     
	May we contact this employer prior to job offer?   FORMCHECKBOX 
Yes      FORMCHECKBOX 
No
     
	
	


	ADDITIONAL REFERENCES
Give below the names of two persons (other than relatives or previous employers) who can speak to your performance 
in a work or volunteer environment.

	Name
	Home Phone

	Cell/Other Phone



	Relationship to Applicant
	Occupation



	

	Name
	Home Phone

	Cell/Other Phone



	Relationship to Applicant
	Occupation




	List all legal names you have used.  (Include maiden name.)                                                       States you have lived in (use two letter abbreviations):



	Have you ever been convicted of a felony or misdemeanor (that has not been expunged)?  __Yes     __No   If yes, list dates, places, charges and disposition below. (A conviction is not an automatic disqualification from employment.)



	Can you perform all essential physical and mental functions of the job(s) for which you have applied with or without reasonable accommodation?  __Yes    __No




	APPLICANT’S CERTIFICATION–Please read carefully and initial each statement before signing




	I understand that Outside In reserves the right to condition my employment upon a satisfactory drug test.  I further understand that if I am employed, Outside In reserves the right to subject me to drug and alcohol testing if there is reason to believe that I am using drugs or under the influence of alcohol.

To fulfill our commitment to a safe and productive environment, Outside In does not permit the unauthorized use or possession of alcohol or illegal drugs on agency premises at any time, nor do we knowingly permit employees to work while under the influence of alcohol or drugs.  Outside In’s substance abuse policy, as set forth in the Employee Handbook, delineates in detail our expectations and the employee’s responsibilities.  ________ (Initial)

I authorize investigation of all information provided during the application process and the references listed above to give the agency any and all information concerning my previous employment and any pertinent information they may have, personal or otherwise, and release from all liability or responsibility this agency, its agents and all persons, companies or corporations providing information to the agency about me.   ________ (Initial)

If employed, I agree to conform to the instruction, rules and policies of Outside In including the anti-discrimination and harassment policy set forth in the Employee Handbook.  If employed, I understand that my employment and compensation can be terminated at any time and for any reason; with or without notice, at the option of either Outside In or myself.  I further understand that although other terms and conditions of employment may change, this at-will employment relationship will remain in effect throughout my employment with Outside In unless specifically altered by the Executive Director in writing and signed by the Executive Director.  This at-will employment relationship may not be modified by any oral or implied agreement or by a person, statement, act, series of events or pattern of conduct.  I understand that no representative of Outside In, other than the Executive Director, has any authority to enter into any agreement for employment for any specified period of time, or to make any agreement contrary to the foregoing.  ________ (Initial)

I understand that as a condition of my employment Outside In may conduct a pre-employment background investigation, credit history, driving history, identity/SSN, criminal history, reference, education, employment or personal check.  I authorize Outside In to conduct any of these investigations and understand that the results of these may be used in the employment decision. ________ (Initial) 

I further understand that I have rights under the Fair Credit Reporting Act (FCRA). If Outside In makes a decision based on the above-mentioned background investigation that directly and adversely affects me, Outside In will provide me with a copy of the report and a summary of my rights under the FCRA, before the decision is finalized. I understand that I may also contact the Federal Trade Commission about my rights under the FCRA. ________ (Initial)

I hereby acknowledge that I have read and understand the above statements.  I certify that all answers to questions in this application and all additional information I may have submitted are true and complete to the best of my knowledge.  I understand that giving false information, misrepresenting facts, and material omissions may be grounds for denial of employment or discharge, if hired.  ________ (Initial)

Applicant’s Signature 







 Date 




Print Name 
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