










FORM 467 D
NAME  ............................................................................................................................
(Please Print)

SUPPORT STAFF APPLICATION FORM
GRANDE PRAIRIE AND DISTRICT

CATHOLIC SCHOOLS

Serving the Regional communities of Grande Prairie, Fairview,

Beaverlodge, Sexsmith and Spirit River




Job Posting # ____________

CATHOLIC EDUCATION CENTRE
9902 - 101 Street

GRANDE PRAIRIE, ALBERTA

T8V 2P4

PHONE:  (780) 532-3013

(800) 661-2568 (within Alberta)

FAX:  (780) 532-3430

Email:  humanresources@gpcsd.ca

http://www.gpcsd.ca
POSITION APPLIED FOR:

 FORMCHECKBOX 

Part-Time 
 FORMCHECKBOX 
  
Full-Time






 FORMCHECKBOX 

School/Administrative Secretary








 FORMCHECKBOX 
 
Teaching Assistant





 FORMCHECKBOX 

Accounting





 FORMCHECKBOX 

Library 





 FORMCHECKBOX 

Computer Support





 FORMCHECKBOX 

Other ________________________
We are a Catholic Faith Community dedicated to learning and achieving high standards by supporting one another.

All successful candidates will be required to provide a current 
Criminal Record Check and Child Welfare Check.

Catholic schools, as agents of Catholic parents, have the responsibility to help all children to develop their 
unique individual capabilities to learn and to live, and thereby experience humanity and the world as 
created by God and redeemed by Jesus Christ.

Catholic schools and Catholic parishes are complementary to the family, which is the primary agent responsible for the child’s formation.

GENERAL INFORMATION
Name in full:  
______________________________________________________________________


(surname)




(first name)



Present Address:
________________________________________________________________

Postal Code:   _______________________
  Telephone:  ​​​​​​​​​​​​​​​_​​​​​​​​​​​​​​​​​​________________________________

Name and address of next of kin: 
___________________________________________________

Catholic    FORMCHECKBOX 
   Yes       FORMCHECKBOX 
    No
____________________

Languages spoken other than English:  __________________________

Marital Status:

 FORMCHECKBOX 
  Single
 FORMCHECKBOX 
  Married
 FORMCHECKBOX 
  Other  ________________
Are you bondable?  _________
      Are you legally eligible to accept employment in Canada?  ________

Are you now employed?  ________________
When can you report for work?  ___________________

EDUCATION

Please list any Academic, Vocational, Technical, Institutions attended, and nature and level of education received.
	
	Name of School
	FROM

Month/Yr.
	TO

Month/Yr.
	Special

Subject
	Grade Completed

Degree/Diploma

	High School
	
	
	
	
	

	Technical School
	
	
	
	
	

	University
	
	
	
	
	

	Other
	
	
	
	
	


PROFICIENCIES
Computer Knowledge

 FORMCHECKBOX 
  Windows 
  FORMCHECKBOX 
 MacIntosh





 FORMCHECKBOX 
  Microsoft Access


 FORMCHECKBOX 
  Office Machines

 FORMCHECKBOX 
  Microsoft Word 


 FORMCHECKBOX 
  Microsoft PowerPoint
 FORMCHECKBOX 
  Spreadsheets


 FORMCHECKBOX 
  Microsoft Excel


 FORMCHECKBOX 
  Microsoft Outlook

 FORMCHECKBOX 
  AV Equipment


 FORMCHECKBOX 
  Accts Payable/Receivables

 FORMCHECKBOX 
  Payroll


 FORMCHECKBOX 
  Bookkeeping


 FORMCHECKBOX 
  Library Software (L4U)


Other
______________________________________________________________________________

EMPLOYMENT HISTORY               

Begin with most recent employer, if necessary use extra sheet
Employer  _______________________________________
Position Held  ____________________

Address    _______________________________________
Duties 
__________________________

  
    _______________________________________

__________________________


    _______________________________________

__________________________

Phone       _______________________________________

__________________________


Salary  
    _______________________________________
Date of Employment

Supervisor  ______________________________________
______ / ______  TO   ______ / ______









     mo                    yr                            mo                   yr

May we contact for reference
 FORMCHECKBOX 
  Yes 
 FORMCHECKBOX 
  No


Reason for leaving  ____________________________________________________________________

Employer  _______________________________________
Position Held  ____________________

Address    _______________________________________
Duties 
__________________________

  
    _______________________________________

__________________________


    _______________________________________

__________________________

Phone       _______________________________________

__________________________


Salary  
    _______________________________________
Date of Employment

Supervisor  ______________________________________
______ / ______  TO   ______ / ______









     mo                    yr                            mo                   yr

May we contact for reference
 FORMCHECKBOX 
  Yes 
 FORMCHECKBOX 
  No


Reason for leaving  ____________________________________________________________________

Employer  _______________________________________
Position Held  ____________________

Address    _______________________________________
Duties 
__________________________

  
    _______________________________________

__________________________


    _______________________________________

__________________________

Phone       _______________________________________

__________________________


Salary  
    _______________________________________
Date of Employment

Supervisor  ______________________________________
______ / ______  TO   ______ / ______









     mo                    yr                            mo                   yr

May we contact for reference
 FORMCHECKBOX 
  Yes     FORMCHECKBOX 
  No

Reason for leaving  ____________________________________________________________________

REFERENCES
Give the names and phone numbers of an Administrator/Supervisor, a work-related reference, and if possible a Priest/Pastor.  Please complete the Faith Reflection Form (Parish Priest/Pastor Reference Letter optional).  Include letters of reference (if possible). 
	NAME & OCCUPATION
	ADDRESS
	PHONE
	YEARS

KNOWN

	
	
	
	

	
	
	
	

	
	
	
	


Describe briefly any experience (volunteer or otherwise), skills or qualifications which you feel are relevant to the position.

____________________________________________________________________________________

____________________________________________________________________________________

DECLARATION
· I understand that I must follow, both in and out of school, a lifestyle and deportment in harmony with Catholic teaching and principles.  

· I certify that the statements made by me in this application are true and complete.  I understand that if any statements are untrue, this application may be rejected or my appointment to a position canceled.  

· It is understood that if employed I will accept all conditions of employment as set out by the Grande Prairie and District Catholic Schools.  

· I also understand that I may be required to present a medical certificate.

The employee agrees that he/she understands and will abide by the requirements of both the privacy and access provisions of the Freedom of Information and Protection of Privacy Act, of Alberta and any regulations thereto and shall both respect and maintain privacy and confidentiality entitlements of students, parents, staff, the school and the Board, all in accordance with the requirements of the Freedom of Information and Protection of Privacy Act and any Board policies or regulations related thereto. 
If you have been charged or convicted of any offense under the Criminal Code of Canada, the Controlled Drugs and Substances Act, the Child Youth and Family Enhancement Act, or similar legislation of any jurisdiction, it is your duty to make the nature of this charge/conviction known to the Staffing Officer.  

_________________________________

_______________________________________

Date of Application




Signature of Applicant

THIS APPLICATION IS VALID FOR 3 MONTHS.

Please return to:
  
Human Resources



   
Grande Prairie and District Catholic Schools



9902 - 101 Street, Grande Prairie, Alberta, T8V 2P4




   
Telephone:  (780) 532-3010      Fax:  (780) 532-3430

(800) 661 2658 (within Alberta)

FOR OFFICE USE 

Interviewed by: ______________________ Date:  __________________




Documentation Checklist:


	Criminal Record Check


	Child Welfare Check


	Resume


	Application Form


	Faith Reflection Form
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