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PREDICTING JOB SUCCESS:

USING BIOGRAPHICAL DATA, IN1ERVIEWS, AND 1 ESIING

INTRODUCTION

THIS EXERCISE WAS DESIGNED TO BE MORE THAN MUST AN ILLUSTRA-

TION OF ISSUES IN PERSONNEL/ORGANIZATIONAL MANAGEMENT OR APPLIED

PSYCHOLOGY IN BUSINESS, IT WAS DEVELOPED TO PROVIDE FOR AN INTE-

GRATION OF KNOWLEDGE AND SKILLS FROM LECTURES AND DISCUSSIONS

THAT PRECEDE THE EXERCISE, THE EXERCISE WAS DESIGNED FOR USE WITH

UNDERGRADUATES, BUT MAY BE USED WITH ENTERING GRADUATE STUDENTS,

THIS EXPERIENCE IS DESIGNED TO BE THE CULMINATION OF THE SEMES-

TER'S LEARNING, INDIVIDUALS MUST ACTIVELY PARTICIPATE TO UTILIZE

THE KNOWLEDGE THEY HAVE GAINED ABOUR VARIOUS CONCEPTS DRAWN FROM

PERSONALITY AND SOCIAL PSYCHOLOGY, TESTING AND ASSESSMENT, COUN-

SELING AND APPLIED PSYCHOLOGY, HUMAN RESOURCE MANAGEMENT, ORGAN-

IZATIONAL DESIGN, JOB ANALYSIS, AND BUSINESS LAW,

GOALS AND OBJECTIVES

THE EXERCISE HAS THE FOLLOWING GOALS AND OBJECTIVES:

L To BECOME FAMILIAR WITH POLICIES, LAWS, AND ETHICS REGARDING

THE USE OF BIOGRAPHICAL, TESTING, AND INTERVIEW DATA IN JOB

SELECTION DECISIONS,

2, To BECOME CONVERSANT WITH THE ADVANTAGES AND DISADVANTAGES

OF USING BIOGRAPHICAL, TESTING, AND INTERVIEW DATA IN HELP-

ING SELECTION DECISIONS,

-2-
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3, To DEVELOP SKILLS IN EVALUATING RESUMES, REFERENCES, APPLICA-

TION BLANKS, TEST RESULTS, AND INTERVIEW RESPONSES IN HIRING

DECISIONS.

4, To BEGIN TO DEVELOP SKILLS IN ASSESSING THE RELIABILITY AND

VALIDITY OF BIOGRAPHICAL DATA, TEST RESULTS, AND INTERVIEW

RESPONSES IN PREDICTING JOB PERFORMANCE,

5, To BECOME AWARE OF THE TYPES OF ERRORS, BIASES (HALO, ETC.),

AND LIMITATIONS IN INTERVIEWS AND WAYS TO IMPROVE THE EFFEC-

TIVENESS OF THE TECHNIQUES THROUGH HANDS ON EXPERIENCE,

6, To BUILD SKILLS AND RECEIVE FEEDBACK ON BOTH CONDUCTING

STRUCTURED INTERVIEWS AND BEING INTERVIEWED,

PROCEDURES AND MATERIALS

STUDENTS ARE DIVIDED INTO GROUPS OF THREE OR FOUR INDIVIDUALS

EACH. ONE OR MORE GROUPS ARE ASSIGNED AS THE "CANDIDATES". THE

OTHER GROUPS ARE TOLD THAT THEY ARE THE OFFICERS OF A NEWLY CHAR-

TERED "BANK". "OFFICERS" ARE PROVIDED WITH A DESCRIPTION OF THE

BANK'S PERSONNEL OFFICER, WHOM THEY ARE TO HIRE, THEY ARE ALSO

PROVIDED WITH A SERIES OF ALTERNATIVE INTERVIEW EVALUATION FORMS

FROM WHICH THEY ARE TO CHOOSE OR DEVELOP THEIR OWN. STUDENTS WHO

ARE CANDIDATES ARE GIVEN AN APPLICATION BLANK FROM THE BANK TO

COMPLETE AND SUBMIT. PRIOR TO THIS, STUDENTS ARE EXPECLD TO HAVE

WRITTEN A PERSONAL RESUME. INDIVIDUAL "BANKERS" EVALUATE THESE

APPLICATIONS USING VARIOUS WEIGHTING SCHEMES, A SAMPLE OF WHICH

IS PROVIDED. INTERVIEWEES AND INTERVIEWERS REVIEW COURSE INFOR-

MATION ON HOW TO HANDLE THE SITUATION SUCH AS THE USE OF STRUC-

TURED INTERVIEWS. AFTER APPLICATIONS HAVE BEEN REVIEWED, INTER-

VIEWS ARE CONDUCTED WITH A SELECTED GROUP FROM THE POOL OF

-3-
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APPLICANTS. NOT ALL APPLICANTS CAN BE INTERVIEWED.. AND APPLICANTS

MAY REFUSE TO INTERVIEW WITH. A GIVEN "BANK". NUMERICAL CODING OF

INTERVIEW RESPONSES ARE COMPARED WITHIN AND BETWEEN BANKS. RELIA-

BILITY AND VALIDITY OF SELECTIONS AND INFORMATION USED ARE DIS-

CUSSED. REASONS FOR SELECTIONS ARE DISCUSSED AND FEEDBACK TO ALL

PARTICIPANTS IS PROVIDED BY THE ENTIRE CLASS. THE EXERCISE USUALLY

TAKES TWO 90-MINUTE CLASS SESSIONS, NOT COUNTING A WEEK OF OUT-

OF-CLASS PREPARATION BY ALL STUDENTS,
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EXHIBIT A

PERSONNEL TECHNICIAN

DESCRIPTION OF WORK:

General Statement of Duties: Performs complex technical work in recruitment,

examination, classification, wage and salary administration, training, and

other functions of a personnel program.

Supervision Received: Works under .general supervision of an administrative or

technical superior.

Supervision Exercised: Exercises supervision over assigned personnel.

EXAMPLES OF DUTIES: (Any one position may not include all of the duties listed,

nor do the listed examples include all tasks which may be found in positions

of this class).

Conducts position audits on de7.artmental and classwide basis and recommends

human-resource allocations; interviews employees, supervisors, and department

heads; observes work performed; studies department organization and work

assignments; and reviews other factors affecting classification and class

relationships. Reviews, analyzes, and recommends class-specification revisions

and drafts new class specifications.

Assists in obtaining, assembling, and computing wage and salary data; collects

pay data through personal interviews with private and public employers; deter-

mines comparability of job duties and responsibilities between community and

city positions. Collects, tabulates, and computes wage and salary data col-

lected on national pay surveys.
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EXHIBIT A (Continued)

Analyzes personnel requisitions. Conducts recruitment; drafts promotional and

employment announcements and composes classified advertising. Interviews and

advises applicants of job opportunities. Reviews experience, education, test

scores, and other factors regarding eligibles with appointing authorities.

Selects and recommends standardized aptitude, intelligence, achievement, perfor-

mance, and other tests; determines cutoff scores. Selects, revises and con-

structs test items and prepares tests; develops rating patterns. Evaluates

experience and education of applicants; interviews, evaluates, and certifies

eligibles. Organizes oral panel interviews.

Performs related work as assigned.

QUALIFICATIONS FOR APPOINTMENT:

Knowledges, Skills, and Abilities: Considerable knowledge of the principles of

personnel administration, including working knowledge of examination processes

and job-evaluation methods and techniques. Some knowledge of statistics and

ability to make statistical computations. Ability to organize and present

effective oral and written reports. Ability to establish and maintain effec-

tive working relationships with employees, department heads, officials, and the

general public.

Education: Graduation from a four-year college with major course work in busi-

ness administration, public administration, or related fields.

Experience: Three years experience in technical personnel work involving

recruitment, examination, classification, pay administration, training or other

personnel functions at the professional level.

OR

Any equivalent combination of education experience.

R.
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Name ..m.m..1-111.

EXHIBIT B

KEY JOB CRITERIA FOR A PERSONNEL TECHNICIAN

Bank

Criteria: Major dimension of the
personnel administrator's job
(e.g., personal characteristics,
knowledge, duties, skills, etc.) Weight of the criteria

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

9
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EXHIBIT C

Job Title: Candidate's Name: Date:

Rating Factors
Consider all factors in relation to the
position for which the examination is
being given,

Rating

Mark your tentative rating in pencil by checking the appropriate
boxes. Mark your final rating in ink after all candidates have
been interviewed.

Below
accegtable level

Accept-
able

70

Good Outstanding
SCORE1- 30 40 50 60 80 90 100 WT

1. Appearance, physical condition

2. Ability to communicate ideas

3. Ability to understand and respond
to questions _.

4. Attitude, manner, interest and
willingness to work and learn

5. Knowledges, skills, and abilities
required by job specification

6. Add other rating factors as required:

7.

8.

i

1

L

Aaminer's Signature 11
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EXHIBIT D

INTERVIEWEE NAME: DATE:
*ere .11.

INTERVIEWER NAME: TITLE:

POSITION APPLYING FOR: a.= =moms
DEPARTMENT:

Instructions: Read over this form carefully before the interview to familiarize
yourself with the type of infthion it contains. Try to cover

all areas on the form either through direct or indirect questions

of interviewee. Immediately after the interview, complete the form.

1. Discrepancies between application blank/resume and interview responses?
How were they handled?

2. Why is applicant applying for the position?

3. Summarize previous job experience.

4. Personal attributes which qualify interviewee for job?

5. Enthusiasm, leadership, verbal skill, intelligence displayed (if required on job)?

12
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EXHIBIT D (Continued)

6. Salary and fringe benefit expectations.

7. Formal education, professional development, plans for future education?

8. Reasons given for any problems with previous employers (supervisors, subordinates,
peers).

9. Other information brought out in interview not covered above, yet related to job.

10. Provide an overall assessment of interviewee, specifically indicating your pre-
diction of successful job performance if hired. Provide a rationale for your

judgment. Should applicant be rejected now? If not, are further interviews

necessary?

.

13
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Candidate for:

EXHIBIT E

Name of applicant:

Interviewer:

Date:

Please record your conclusions after the interview is completed. Notice the extent to
which the interviewee possesses or will probably demonstrate the qualities listed below.
The specific items under each category are intended to direct your attention to the
kinds of evidence you may need to consider as you make your judgments. Check all rele-
vant items, based on information gathered only from the interview, under each broad
category.

1. Cooperation--Will applicant get along with others and work as member of team?

Overall rating on this item

Lowest

Below
Low average

n fl
Check below those items applicable.

Evidence of previous friction with supervisors, peers, subordinates.

r1 Preference for solitary work assignments

Average

I 1

Above
average

1

High

1

1

Highest

1--]

Tendency to be a "loner" in social activities.

Evidence of involvement in community, religious, and/or athletic activities.

Openness and candidness in the interview.

L ] Evidence of excessive reactions to criticisms.

2. Need for achievement--Are the goals and aspirations of this applicant consistent
with available opportunities?

Overal rating on this item

Lowest Low

II

Below
average

1 1

Average
Above

average High Highest

1-1

Check below those items applicable.

L___] Level of abilities and qualifications consistent with available opportunities.

1 I Level of ambition consistent with available opportunities in the company.

r Is easily discouraged by obstacles and setbacks.

14
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3. Job Satisfaction--Will applicant be involved in and derive personal satisfaction

from job?

Overall rating on this item

Below Above

Lowest Low average Average average High Highest

Check below those items applicable.

11 Has participated in job-related activities (clubs, societies, etc.).

L___1 Has taken advantage of company-sponsored opportunities to develop skills related

to job.

Evidence of success in school or work situations.

f f Hobbies, interests, and personal goals are in line with job activities.

4. Rewards needed--Does applicant give evidence that he or she will find rewards

offered by the organization in terms of financial rewards and supervisory recog-

nition compatible with the opportunities provided by the company?

Overal rating on this item

Below Above

Lowest Low average Average average High Highest

I 1

Check below those items applicable.

1 n I

Needs too much constant recognition by others.

j Seems to get much satisfaction from the job itself.

Will soon demand more in financial rewards than we are in a position to offer.

5. Work experience--Does applicant's work history indicate the ability to learn and

and understand the operations required?
Overall rating on this item

Below

Lowest Low avet age Average

Above
average High Highest

1-1 I i I 1 Li 1

Check below those items applicable.

LI Has experience in performing similar tasks.

] Evidence of job failure due to lack of ability.

Has knowledge of tools, equipment, and work procedures.

I I Evidence of job progression.

J Assignment to special projects or task forces. 15
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6. Responsibility and initiative--Will applicant exercise judgment in getting the
job done, taking initiative where appropriate and seeking assistance when needed?

Overall rating on this item

Lowest

1 1

Below Above
Low average Average average High Highest

Check bekow those items applicable.

I
Evidence of capacity for independent thought and action to meet work standards.

LA Evidence of ability to assume leadership role when required.

1
Instances of seeking easy way out to meet work deadlines.

[ !Tendency to blame others for work delays and interruptions.

[- ] Evidence of sticking it cut till the job is done.

7. Manner and appearance- -Will others react favorably to applicant?
Overall rating on this item

Lowest

I I

Low

1

Below
average

1--1

Check below those items applicable.

Over-all appearance favorable.

Shows interpersonal tact.

r---] Adequate level of self-confidence.

Has ability to present and communicate ideas.

i____j Is sensitive to the needs of others.

Average

I I

Above
average High Highest

8. Composure--Will applicant maintain composure under pressure, keeping head in

emergencies? Overall rating on this item

Below

Lowest Low average Average

I] Il 1 1

Above
average High Highest

1 1 1

Check below those items applicable.

1--1 Evidence of ability to adjust to changes in work environment (work interruptions,
machine failure, other disruptions of routine schedule).

r--1 Evidence of reacting impulsively in emergencies.

f !Evidence that the quality of his or her work suffers in emergencies.

[ !Evidence of ability to adjust to changes in work procedures.

16
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9. DependabilityWill applicant have a good attendance record and maintain good

work habits?
Overall rating on this item

Below Above

Lowest Low average Average average High Highest

C:1 El C1 El Li El
Check below those items applicable.

r--] Attendance record: times sick, late or otherwise absent from work.

] Evidence of reprimands for poor work performance.

El Safety record: evidence of responsibility for or involvement in accidents or

work interruptions.

Evidence of good work habits.
I

10. Training--Does applicant's experience give him or her an edge over other applicants?

Overall rating on this item

Lowest

1

Below
Low average

Check below those items applicable.

1_ 1

Average

rl

Adequate level of educational attainment.

Evidence of relevant on-the-job training.

I !Evidence of relevant vocational school training.

Above
average

I I Has participated in workshops,
continuing-education classes.

High Highest

I lEvidence of self-initiated skill development (e.g., correspondence school,

programmed instruction, etc.).

Should applicant be hired for the job stated? Yes No

If yes, state reason.

If no, state reason.

COMMENTS:

17
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TEXAS 62-1"
AMERICAN

BANK
AUSTIN

6.) DATE-0F
APPLICATION
MO DAY YR

Post Office
Box 9789
Austin.
Texas 78766

BEST COPY AVAILABLE

APPLICATION FOR EMPLOYMENT

EQUAL OPPORTUNITY EMPLOYER

BANK USE ONLY

(7)

DT

INT.

LAST (PLEASE PRINT)

NAME
FIRST MIDDLE.

SOCIAL SECURITY NO.

1 1 1 1 1 1 L 1 1

PLEASE READ BEFORE COMPLETING THIS APPLICATION.

This Bank does not discriminate in recruiting, hiring, and conditions of employment on the basis of race, color, religion, national ori
gin, sex, marital status, family relationship, handicap, or on the basis of age against persons whose age is between 18 and 70. No ques-
tion on this application is intended to secure information to be used in a discriminatory manner.

This application will be given every consideration, but its receipt does not imply that the applicant will be employed. The Bank, at its

own expense, arranges for a surety bond for each of its employees. Unless the applicant's background will pass scrutiny by a surety
company (not relative to race, color, religion, national origin, sex, marital status, handicap or age), it will be difficult to secure this
bond, and the Bank may be unable to offer employment.

ANSWER COMPLETELY ALL OUESTIOPS IN YOUR OWN HANDWRITING

GENERAL INFORMATION 1

I
ADDRESS L.40 ANCISIIItt ti CI . STATI . 0 '1. '-t L I HOW LONG AT

THIS AODRESS'

PREVIOUS ADDRESS 'Nu N " '8" " Cif . ISIATC Zw -11 HOW LONG AT
THIS ADDRESS'

RESIDENCE TELEPHONE NO. (OR WHERE YOU CAN BE REACHED) BUSINESS TELEPHONE NO.

i-Z) POSITION APPLIED FOR ®JOB NUMBER (D GMONTHLY SALARY DESIRED
III PART TIME III FULL TIME

TCAN YOU
WORK

OTHER NAMES USED IN EMPLOYMENT

ARE YOU 18 OR OLDER
ANO LESS THAN 702

LEGALLY
IN THE U.S.?

IF RESTRICTED BY IMMIGRATION, PLEASE EXPLAIN

IN

R

®HAVE
TB

II YES NO YES II NO

HOW DID YOU LEARN ABOUT THIS

COLLEGE

JOB OPENING?

PLACEMENT

SCHOOL

STATE EMPLOYMENT

AGENCY

111 AN EMPLOYEE II ll DROP

III AOVERTISEMENT II HIGH In IIII OTHE

YOU WORKEO FOROEMPLOYMENT DESIRED
TEMPORARY

C) WOULO YOU HAVE

L
OBJECTION TO
SHIFT WORK?

ANY DATE AVAILABLE FOR
EMPLOYMENT

11
II PE RMANE NT 111 III YES III NO

tH

FOR
BR AL N7 K

'OYES NO

HAVE YOU PREVIOUSLY APPLIED FOR A POSITION WITH OUR BANK/ IF "YES.' WHEN)a YES LINO

HAVE YOU EVER PLEADED
FORGERY, SHOPLIFTING, OR

GUILTY TO OR BEEN CONVICTED OF A CRIMINAL OFFENSE INVOLVING ROBBERY, EMBEZZLEMENT,
OTHER DISHONEST ACT?

DATES AND CIRCUMSTANCES11 YES 11 NO IF YES GIVE

10-008 Rev. 10/82 16
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EMPLOYMENT LIST ALL POSITIONS YOU HAVE HE ID. START WITH YoUll MOST Fut:ENT POSIT ION. LI E MP OYML NT.
SUMME H, PART TIME AND VOLUNTEER JOBS, INCLUOt ANY PREVIOUS '.MPLOYMI NI Will .1 1 BANK, ATTACH AN
ADDITIONAL Sill I. I IF NE CESSAilY,

I Pitt 7:7 ti F tut t AS T f A.1I't f II

'.7 A 1.1 1 :N., I DA
1/1.,7 7k 14

DATE LEFT
41,14471.4 'I

i1 TITt I SUFI Fly 'SEM

If IWO f; Al ,Hill P11(/NI ft

f.40;1t !:a1a: I ;(1`.;()Ni 1 UR I I A
Swats. 1 ,nrite 04

1, sly

. .

NATURE OF BUSINESS t P S . ' A l C('\TACT

' 14.1.1I ( Of il)ii ;1UTII c.,

NAME OF NE XT PREVIOUS EMPLOYE R

START' DATE
..../1;. VI AN

TITL f

Tf IHM S ADDRESS , PHONE NUM BI H

t
DATE LEFT ,

trlorchil, Stt,t.titt Morith'y E;aa'y at
od..I' V 1 -,7`t. Ell t Vat, Isci

IMON 1. PO V k Aft

SUPE RVISOR N A T U I I OF BUSINESS

Hf TMii)tv I rill ICA VINi:"

'ASCRIPTION. OF JOB DUTIES

NAME OF NE XT PREVIOUS EMPLOYER

SI A writ 1; DATE

TF WM'S A 1)1)H1 SS f'f I Qtqf NUMfit Ii

DATE LEFT Morith.y Stivt nq T MOntri'Y Sd'o' y at
Salary TIM.. of L ea, rig

.0.4 T./ /7/7-1.1.

/fi T 4111 FiVlSOF1 NAT Wit OF fiUSINV.V.1

REASON FOR LE Irv';

1-4'f J(}14 T IE

NAME OF NI. XT PREVIOUS EMPLOYER

1AftTIU.,. T I

, r . 1 II.

t' ,1t nit I

DA rl c I I 7

I BIN,V5 A HURL SS PHONE NOMBI

Mo"IrIly
.11.11.? pl L eay.1,(4

6NI lk 54

.

V ISO 0 "Ti-U-SiN F-

Hf A!.(Ir) 1 oil I I

III',( liii ir4 (If. Mil ()UT If !.

.0.....

19 Mr/ 014101
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EDUCATION

SCHOOL NAME / ADDRESS COURSE OR MAJOR DEGREE
compLETF D UATES ATTENDED

k""N". " /". " %,' .0, i 14VYES NC)

HIGH
SCHOOL

...-4

I

COLLEGE

COLLEGE

BUSINESS
SCHOOL

1

OTHER

,RE YOU PRESENTLY COURSES'IN SCHOOL' YES ONO WHAT
xPECTE D COMPLETION DATE

SKILLS

'4DICATE EXPERIENCE OR TRAINING YOU FEEL WOULD QUALIFY YOU FOR EMPLOYMENT AT TFIE BANK BY INDICATING THE NUMBER,F MONTHS EXPERIENCE ON EACH

?, 10 KEY ADDING MACHINE

PROOF- MACHINE

PRINTING EOUIPMENT
FULL KEY ADDING MACHINE

DICTAPHONE

CALCULATOR

TELLER MACHINE

HEADER SORTER

CRT

LIST OTHERS STATE SPEED

ELECTRIC TYPEWRITER

EXECUTIVE TYPEWRITER
MAG CARD TYPEWRITER

KEYPUNCH

SHORTHAND

MILITARY
YOU HAVE SE FIVE DIN THE U S ARMED FORCES, PLEASE STATE

DATES OF ACTIVE DUTY

RANK

BRANCH OF SERVICE

NATURE OF DUTY

IF YDU ARE A VIET NAM I FiA VI TE RAN. OR A DISABLED VETE RAN OF ANY I RA, AND WOULD LIKE TO BF CONSIDER' 0 UN-
DE R THE: BANK AFFIRMATIVE ACTION PROGRAM, PLEASE INDICATE. THIS INI OHMATION IS VOLUNTARY AND WILL BE KEPT
CONI IDE NTIAL. IF YOU SERVED ON ACTIVE DUTY FOR MORE THAN 180 DAYS. ANY PANT OF WHICH WAS BETWEEN E3/5/64
AND 5/7/75, YOU MAY CHECK "YES" FOR VIET NAM ERA VETERAN. If YOU ARE A DISABLED VETERAN (DISABILITY RATED
30 PERCE NT OR MORE) OF ANY ERA, YOU MAY CHECK "YES" FOR DISABLED VETERAN.

VIET NAM ERA VET El YES NO DISABLED VET p YES 0 NO

FOR BANK USE ONLY

(.;_....__
(,) Fri CO AMORE
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HEALTH
STATE NATURE OF ANY DISABILITY WHICH WOULD PREVENT YOU FROM SATISFACTORILY PERFORMING THE JOB FOR WHICH YOU ARE

APPLYING

WOULD YOU HAVE ANY OBJECTION TO TAKING A PHYSICAL EXAMINATION BY A PHYSICIAN OF OUR SEI. ECT1ON, n YES nNo

IF YOU HAVE A HANDICAP AND WOULD LIKE TO BE CONSIDERED UNDER THE BANK'S AFFIRMATIVE ACTION PROGRAM.
PLEASE INDICATE, THIS INFORMATION IS VOLUNTARY IT WILL BE KEPT CONFIDENTIAL EXCEPT THAT (1) SUPERVISORS

AND MANAGERS MAY BE INFORMED REGARDING WORK RESTRICTIONS OR ACCOMMODATIONS, AND (2) HEALTH SERVICES

WILL BE INFORMED REGARDING POSSIBLE EMERGENCY TREATMENT,

PLEASE SPECIFY

PERSONAL REFERENCES
(NOT RELATIVES OR EMPLOYERS'

NAME ADDRESS
FIRM NAME, ADDRESS
AND PHONE NUMBER

POSITION OR
OCCUPATION

HOW
LONG

K NOW.

GIVE NAMES OF RELATIVES EMPLOYED BY THIS OfiGANIIATION, AND THEIR Mt LATIONSHIP TO YOU

USE THIS SPACE TO DESCRIBE ANY OTHER JOBRELATED QUALIFICATIONS YOU MAY HAVE FOR THIS POSITION:

PLEASE READ CAREFULLY BEFORE SIGNING

I hereby certify that the.information provided on this application is accurate to the best of my knowledge and subject to verifica

tion by this Bank. I authorize the schools, persons, previous employers and other organizations named in this application to provide

this Bank (its authorized employees, agents or representatives) with any relevant information that may be required to arrive at an em

ployment decision and hereby release any such schools, persons, employers, and organizations from any and all liability which they

might otherwise incur to me as a result. I understand that any misrepresentation or omission of a material fact on any application may

be justification for refusal of employment.
In the event I am employed, I understand that any misrepresentation made by me in filling out this application shall be considered

as sufficient cause for my dismissal without advance notice.
I authorize the Bank to supply my employment record, in whole or in part, and in confidence, to any prospective employer, goy

ernment agency, or other party, with a legal and proper interest.
In the event of my employment to a position in the Bank, I will comply with all rules and regulations as set forth in the Bank's Pol.

icy manual or other commur ;cations distributed to all employees.

I also understand that m\ employment is conditional upon my satisfactorily passing a physical examination, if one is requested, to

be given by a physician or registered nurse selected by the company.

I understand that I may be asked to clear a polygraph examination and be fingerprinted for employment dud Ater employment

may he asked to clear a polygraph examination if I transfer into a security area which requires the polygraph as a condition of

employment.
NOTICE: This is to inform you that as part of our procedure for processing your employment application, an investigative con

sumer report may be obtained which will provide applicable information concerning character, general reputation, personal charac

teristics, and mode of living. This information will be obtained through personal interviews with your friends, neighbors and associ.

ates. Upon written request, further information on the nature and scope of the report will be provided.

Signature of Applicant

kW alt
THIS APPLICATION WILL REMAIN ACTIVE FOR 30 DAYS. :; tl'On
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SUPPLEMENTAL INFORMATION CARD
Classified Employees

The information on this card is used for statistical reporting to various regulatory agencies. This information will be

detached from your application and will in no way be used in consideration of your application for employment.

Social Security No.

I

Application
Date

NIP

Name

Last
Address

First

Ml

U

Street

OFFICE USE ONLY
I 0 F C

Ir

Phone

Date of
Eli th

Home Work Phone

IRO

AC
Ci y

AC

State Zip Code

INSTRUCTIONS TO THE APPLICANT: CHECK THE APPROPRIATE BOX,

RACE: (Check one) SEX: (Check one)

A. White Male

B. Black Female

C. Hispanic Origins (Spanish) Are You
D. Asian or Pacific Islanders Willing To

E. American Indian/Alaskan Travel?

Yes

[]No

Do You Have
A Valid

Driver's License?

Are You A Yes

U. S. Citizen? No

EFERRAL SOURCE:

ND 299 Insv. 10/79)

AN EQUAL OPPORTUNITY EMPLOYER
6100

22

Yes

No

Are You
Handicapped?

Yes

No

What Is The HIGHEST Level of EDUCATION
COMPLETED: (Check one)

GED HS Under Grad Post
Grad Grad

k.A't t
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t

Name

Date Class Section

ASSESSMENT OF LEARNING EXPERIENCE

Bank

1. Try to state the purpose of this exercise in one concise sentence.

2. Specifically what did you learn from this exercise (i.e., skills, abilities,

and knowledge)?

3. How might your learning influence your role and your duties as a personnel

administrator?

4. What are your own strengths and weaknesses as an interviewer and an interviewee?

5. What type of information about job applicants can be obtained from an inter-

view which cannot be obtained via application blanks and reference checks?



www.manaraa.com

6. Summarize the problems which plague many interview situations.

7. Now would you evaluate the effectiveness of an interview program? Could you

subject such a program to a cost/benefit analysis?

8. Should a line manager who would be an interviewee's superior conduct final-

selection interviews, should the personnel specialists conduct them, or should

both be involved? Under what conditions might each of these three strategies

be effective?
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