
Highland Oaks Church of Christ 

Employment Application  
(Administrative Assistants & Other Support Personnel) 

(Please print or type)               Date ____________________________ 

Name ______________________________________________________________________________ 

 (Last)          (Fist)   (Middle)           (Maiden) 

Address ____________________________________________________________________________ 

 (Street)       (City, State, Zip)     

Telephone _________________________________ Email ____________________________________ 

Cell Phone _____________________________________ TDL#_________________________________ 

Date of Birth _______/_______/ ________             Church Affiliation ____________________________  

Congregation Name & Address   _________________________________________________________ 

Seeking:  Full Time Part Time  (circle one) Hours/Days Available ___________________ 

Do you write or speak any language other than English?  If so, please list ________________________ 

If hired, can you furnish proof you are eligible to work in the U.S.?            Yes No 

Have you ever been convicted of any law violation (except a minor traffic violation)? Yes No 

If yes, describe briefly _________________________________________________________________  

EDUCATION 

School Name Location Dates Attended Diploma or Degree 

High School     

College/University     

Business/Trade     

Other     

 

Do you type? Yes No Number of years experience _______Words per minute ____________ 



Do you have experience with a 10 Key?   Yes  No 

Please list programs/software you are comfortable using (ie) word processing, spread sheet, accounting, 
etc.  
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________  

Other specialized training or skills 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

Experience 

Please provide your employment history beginning with the most recent. 

Company Name: 

 

Telephone: 

Address: Employment Dates:   

From:                     

 To: 

Name of Supervisor: Supervisor Contact Information: 

 

State Your Job Title and Describe Your Work: 

 

 

 

Reason for Leaving: 

 

 

Company Name: 

 

Telephone: 

Address: Employment Dates:   

From:                     

 To: 

 



Name of Supervisor: Supervisor Contact Information: 

 

State Your Job Title and Describe Your Work: 

 

 

Reason for Leaving: 

 

 

Company Name: 

 

Telephone: 

Address: Employment Dates:   

From:                     

 To: 

Name of Supervisor: Supervisor Contact Information: 

 

State Your Job Title and Describe Your Work: 

 

 

Reason for Leaving: 

 

 

Company Name: 

 

Telephone: 

Address: Employment Dates:   

From:                     

 To: 

Name of Supervisor: Supervisor Contact Information: 

 

State Your Job Title and Describe Your Work: 

 

 

Reason for Leaving: 

 



References 

Name of Reference Position Telephone ‐ Day Telephone ‐ Night 

    

    

    

    

 

Personal Statement 

Please make a statement concerning your reasons for desiring a position with Highland Oaks Church of 
Christ.  
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

The information contained herein is correct to the best of my knowledge.  By my signature, I give 
permission for a criminal background check. 

________________________________________     ___________________________________________ 

Signature      Date 

 

Please attach your resume and mail or fax to:      

 

Becky Burroughs, Administration Minister   Phone:  214‐342‐6009  

Highland Oaks Church of Christ     Fax:  214‐340‐1922 

10805 Walnut Hill Lane 

Dallas, Texas 75238 


