











Question #10 Look for:
Question #11 Look for:
Question #12 Look for:

Overall Observations/Impressions

Other Considerations
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GWAEA Telephone Reference for Prospective Employees

Applicant: Position sought:

Reference: Title:

Work relationship of reference to applicant:

1. Are the following dates of employment

with you correct?

2. What specifically is (was) his/her job with
you?

3. How is (was) the quality of his/her work?

4. What are his/her job-related strengths?

5. What are his/her job-related areas for
improvement?

a. Working relationship with others

b. Attitude

¢. Dependability

d. Ability to handle sensitive situations
(confidential issues, stress, etc.)

e. Willingness to assume responsibility

f. Supervision required

g. Handling of details and paperwork

Exhibit F April 2006



7. On a scale of 1-10, with 10 being the
highest rating, how would you rate his/her
overall job performance?

Why did he/she leave your employment?

employ this individual? If not, why?

10. Are you aware of anything else regarding
his/her job performance you feel might
influence our decision?

Additional
comments:

Exhibit F April 2006



Recommendation for Employment

The following recommendation(s) is proposed to fill the vacancy listed below. If more than one name is
listed, more than one individual has been found suitable to fill the vacancy. Recommended candidates

are to be offered the position in the order listed.

Position Title:

Contract Days (FTE):

Recommendations for Employment:

First:

Second:
Third:

Assignment:

Region: Evaluator:
Projected Start Date: Assigned Mentor:

Search Committee Members:

Name Position Name Position

Search Committee Chairperson Date

Associate Administrator Review:

Support Recommendation: [ ] Yes [ No
Salary will be paid from Account# E - - - - - -

Additional Comments:

Associate Administrator’s Signature Date

cc: Learning Development
Human Resources
Business Office
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Proposed Employment Summary Sheet

Candidate's Name:

Position Title:

Agency Center:

Contract/Work Days (FTE):

Assignment:

Supervisor:

Start-Date:

Assigned Mentor:

Compensation:
Contracted, Salaried or Management Groups

Lane

Step

Salary

Classified or Management Support

Human Resources
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Supervisor Welcome Letter

Date
Memorandum

To: Employee Name

From: Supervisor Name

Welcome to Grant Wood AEA! | am writing to inform you that you have been assigned to Region
xx, (Northern, Southern, 33 Avenue) Facility, and | will be supporting you as your supervisor. | will
be contacting you soon to discuss further details regarding your employment. If you have
questions or need additional information at this point, however, please feel free to contact me at

399-6xxx.

| look forward to working with you!

* k Kk *k k Kk * k Kk k k k *k k k k k k k *k k k *k *k *k k %k *

Chair Welcome Letter

Date

Memorandum
To: Employee Name
From: Chair Name

Welcome to Grant Wood AEA! | am writing to inform you that once your region assighment and Agency
Center have been confirmed, you will be contacted by your supervisor. At that time, your supervisor will have
an opportunity to discuss with you further details regarding your employment. If you have questions or need
additional information at this point, however, please feel free to contact me at 399-6xxx.

We look forward to working with you!
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