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	Human Potential Department
HPD001 Job Application
(This form must be COMPLETED with all details and submitted to HP Dept.  for processing)



	Instruction:

1. This form is used for positions available in the Putra Business School.

2. Please support your application with relevant document (ie: cv, certified Certificates, Testimonials, etc).

3. Once completed, please return the form to:

                                                                                Human Potential Development Dept.
 Putra Business School
43400 UPM Serdang
Selangor
                                 
	Picture


	
	Centre/Campus
	

	1
	A. POST APPLIED

	
	Post
	
	State When & where you learn of the advertisement/vacancy
	

	
	B. Personal Particulars

	  2
	Full Name(as in NRIC/Passport)
	
	Contact No (mobile)
	

	
	Address

(home) 
	
	Contact No (house)
	

	
	Address

(office)


	
	[image: image1.emf]Contact No (office)
Email address
	

	
	Gender
	(  Male   
(  Female
	NRIC/
Passport No
	
	Date of Birth
	

	
	Race
	
	Marital Status
	
	Place of Birth
	

	
	Religion
	
	EPF No
	
	Birth/Cert. No
	

	
	Nationality
	
	Income Tax Ref No
	
	SOCSO No
	

	
	In Case of Emergency, state Name & Contact No
	
	Income Tax Ref No

(for spouse)
	
	Driving Licence/Class No
	

	3
	C. Particulars of Spouse/Parents

	
	
	Spouse
	Father
	Mother

	
	Name 
	
	
	

	
	Address
	
	
	

	
	Nationality
	
	
	

	
	Occupation
	
	
	

	
	Name & Address of Employer (if any)
	
	
	


Please turn over page

	4
	D. Particulars of Brothers & Sisters

	
	Name
	Gender
	Age
	Nationality
	Occupation & Name of School/Employer

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	5
	E. Particulars of Children

	
	Name
	Gender
	Age
	Nationality
	Occupation & Name of School

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	6
	F. Languages/Dialect Proficiency

	
	Language/

Dialects
	Ability to Read
	Ability to Write
	Ability to Speak

	
	
	Very Good
	Good
	Slight
	Very Good
	Good
	Slight
	Very Good
	Good
	Slight

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	7
	G. Education Background

	
	Primary & Secondary Education

	
	Name of School
	Year Completed
	Qualification
	Grade

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	College/Tertiary Education/Professional 

	
	Name of Institution
	Year Completed
	Qualification
	Grade (Hons)
	CGPA
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	8
	H. Scholarship/Prize/Awards Received

	
	

	9
	I. Extra-Curricular Activities

	
	

	10
	J. Hobbies & Recreational Activities

	
	

	11
	K. Physical Disability, Impairment or Serious Illness
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	12
	L. Employment History

	
	1. Name of Employer
	
	Initial Position & Gross Monthly Salary
	

	
	Address of Employer
	
	Final Position & Gross Monthly Salary
	

	
	Date Joined
	
	
	

	
	Date Left
	
	
	

	
	Brief Description of Duties
	

	
	Reason(s) 

of  Leaving
	

	
	2. Name of Employer
	
	Initial Position & Gross Monthly Salary
	

	
	Address of Employer
	
	Final Position & Gross Monthly Salary
	

	
	Date Joined
	
	
	

	
	Date Left
	
	
	

	
	Brief Description of Duties
	

	
	Reason(s) 

of  Leaving
	

	
	3. Name of Employer
	
	Initial Position & Gross Monthly Salary
	

	
	Address of Employer
	
	Final Position & Gross Monthly Salary
	

	
	Date Joined
	
	
	

	
	Date Left
	
	
	

	
	Brief Description of Duties
	

	
	Reason(s) 

of  Leaving
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	13
	M. Shorthand/Typing Ability (for Secretarial/Clerical Post only)

	
	Ability to type?
	(  Yes    (  No 
	Typing speed
	
	w.p.m

	
	Ability to take shorthand?
	(  Yes    (  No 
	Writing Speed
	
	w.p.m

	
	Do you have knowledge in book-keeping/

basic accounting? 

If yes, please name the machine or computer system used.
	(  Yes    (  No

Machine/computer system ........................................................................................................

	
	State any relevant qualifications & year attained (eg: LCCI, Pitman etc)
	

	14
	N. Recruitment Requirement

	
	Indicate expected minimum 

gross monthly salary
	

	15
	O. Commencement Date

	
	How soon after being offered appointment can you commence appointment?
	

	16
	P. Reference

	
	Name
	

	
	Employer & 

Address
	

	
	Occupation
	
	Contact No
	
	Years known
	

	
	In what capacity do you know him/her?
	

	17
	Q. Previous Application

	
	Have you ever previously applied for employment with Putra Business School? 
	(  Yes    (  No

	
	If yes, state position applied for, company & 

date of application
	

	18
	R. General

	
	Do you suffer from any financial embarrassment?

If yes, please give details
	(  Yes    (  No

............................................................................................

............................................................................................

	
	Have you ever been convicted in any court of law?

If yes, please give details
	(  Yes    (  No

............................................................................................

............................................................................................

	
	Are you pregnant?  If yes, please give details
	(  Yes    (  No

............................................................................................

............................................................................................

	
	Are related to anyone in the Putra Business School?

If yes, please give details
	(  Yes    (  No

............................................................................................

............................................................................................
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	19
	S. Declaration

	
	I hereby declare that the particulars provided in this form is true to the best of my knowledge and that I have not wilfully suppressed any material fact.  I understand that any false declaration may result in the termination of my service by the Company subsequently.

     ...........................................................................................................................................    ........................................................

     Signature                                                                                                                    Date


	20
	T. FOR OFFICE USE only

	
	Interviewed by
	

	
	Date
	

	
	Remark
	


----------------------------------------------------------------------------------------------------------------------- Putra Business School --------------------------------------------------------------------------------------------
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