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Certificate of employment template for visa application

Rachel Colorado Introducing someone's personalized certificate is a meaningful way to recognize success. Fortunately, creating and printing a custom certificate is relatively easy. You can use Microsoft Word to create a custom certificate template that can be accessed and used many times. To create a certificate from scratch, follow these steps. Open Microsoft Word. Go to Page Layout, and then click
Orientation. Because most certificates are landscape printed, we recommend that you select Landscape. For Word 2003 users, click File, and then click Page Skin, and then click the Margins tab, and then select the Landscape icon. Go back to the page layout. Click Page Borders. This will give you options to border the certificate. Beneath the Art feature you will find fun boundaries such as stars and hearts,
as well as classic line boundaries. Here you can also change the colors and size of the border. For Word 2003 users, go to Format, then point to Borders and Shading, and then to Page Borders. At the top, type a name for the certificate. Examples: Success certificate, participation certificate, completion certificate, etc. Use a large font size between 50 and 70. Choose a font that corresponds to the type of
certificate that is being allocated. Press Enter several times for spaces. Then, in a smaller font (approximately 30-point size), type Awarded or Presented. Move down a few rows. Create a line for the name of the individual to be manually written after the certificate is printed. Leave plenty of room. If possible, give the subtitle. It should be indicated for successful completion then enter the appropriate phrase. It
should be in the same font as award's line. Create a space for signatures. At the bottom, place a line (or lines if you want to have more than one signature); place the name of the person who will sign under the line(s). Finally, click Save As. In this window, next to Save as Type, scroll down to Word Template. Then press Save. A job application form or job application form is a document that allows people to
apply for a job in your company. Collects information about the candidate, such as his or her name and work experience. A good job application form can even help job seekers self-determine whether they are qualified to work in your company or not. Free Employment Form Form Here is a free one-page job application form that you can use to screen job seekers. You can download and print on hand to
walk-in job seekers. This sample job application is a good starting point and can be customized for your business by adding additional sections and questions. Download the job application template in PDF or DOC format. What to ask &amp; what to avoid on the job application form The purpose of the job application form is to collect basic information about candidate and help you determine which
candidates you want in the recruitment process. The table below shows what we recommend to include in the job application form. We also include information that it is best not to ask about the job application form or during the interview, along with the reasons why. For example, some issues risk that the information collected may violate federal labor laws, anti-discrimination laws such as Title VII of the
Civil Rights Act of 1964, age discrimination laws such as the In-Work Age Discrimination Act of 1967 (ADEA), or the Health Insurance Portability and Liability Act of 1996 (HIPAA), which protects confidential health information. What to include &amp; what to ask about your job application 20 good questions to ask on the job application form The main thing to keep in mind when creating a job application
form is to ask targeted questions that you are interested in understanding the value a jobseeker can bring to your company. Stick to questions about work performance, work experience, and behavior. The questions below about applying for a job will help you identify interpersonal traits such as communication skills, consideration, motives and the ability of the applicant to cooperate. Answering two or three
of these kinds of questions can give you a good sense of who the job seeker really is, outside of skill. They help you determine whether a job seeker is fit for the role and corporate culture. Here are 20 questions to choose from that you'll want to ask on the job application form. And what is the most exciting thing for you? Why do you want to work for our company? How many hours can you work per week
and what shifts are available? Are you able to commute to our location in a reasonable amount of time? What were your best achievements in your last role? Describe when you had to make a difficult decision. What did you have to choose and why did you choose it? Give an example of a time when you worked with a team. Give a detailed example of the time you have demonstrated leadership. Describe
your relationship with your last direct supervisor. What would your last supervisor say about you? Why have you moved on, or why do you want to move on from your last position? Describe your ideal manager. Describe yourself in five words. What success are you most proud of in your personal or professional life? Provide a short list of your personal strengths (not related to work). Describe how you are
able to overcome your three best weaknesses. Provide a view of your primary career goal with one or two sentences. If money wasn't an object, what would you do as your career? Describe the time you took one for the team. What was your favorite job in the past and why? Pro Tip: Five questions is usually enough Even if you don't want to scare applicants or keep your application too long, you want to
include up to five questions List. If you think some of these questions are better saved for conversation, you're not wrong. However, asking a few of them on a job application form can save you from having to talk to a person at all. Think of it as a preliminary screening. It just saves time by putting you up to more qualified candidates faster, as poor candidates will expose themselves with answers like I don't
know. If the applicant is not willing to provide five short responses to the application, do you think he will be a good employee? Probably not. 5 Questions Do not ask &amp; Why they may pose a legal risk On the job application form, you want to avoid five types of questions that can cause legal headaches and that waste time. Some of them are risky under federal law. Questions about protected
characteristics such as race, age, gender and religion. These issues should be avoided because they concern Title VII of the Civil Rights Act, which applies to all employers with more than 15 employees. Questions about race, gender, or marital status can reveal whether someone is a member of a protected class and cause unintentional bias on your part. Age-related questions violate the ADEA. Questions
about confidential information such as health status, Social Security numbers, I-9, and tax status. Some questions about confidential information, such as Social Security numbers and tax status, may be asked either upon receipt or, if necessary, as a condition of the offer (such as background screen completion or credit verification). Medical, pregnancy and disability information remains private as a result of
hipaa laws, the Pregnancy Discrimination Act and the ADA – to prevent discrimination against disabled people. They should never be asked about the job application form. Questions about salary history can cause you to subconsciously offer a woman or minority a lower salary than other employees in the same role. It's okay to ask what kind of salary or salary range an applicant is looking for, but given
recent legal changes in many states, it can be risky to ask questions about an applicant's previous salary history. In addition, your subconscious bias can cause you to remove good candidates thinking either that they did too much on their last job or that They've only kept lower paying jobs – even if they have the right skills for your position. In short, you should pay the candidate based on your work
requirements, not on the basis of the previous salary they received. Questions about the criminal past. Some states take action against employers who ask questions like Have you ever been arrested? Others banned boxing asking if the applicant had been convicted of a crime. Questions that won't help you determine whether a candidate is suitable for a job that wastes the applicant and your time - for
example, if you were an animal, what kind of animal would you be and why? Avoid unnecessary questions by being a team member, your human resources or team manager reads reads Form. Does everything matter to the role? Is he a stranger? Are there any nonsensical questions that you should remove? Should all businesses have an application form? The job application form can be a great pre-
screening tool, but it's not right for all small businesses. In fact, many posts posted online do not require a paper form. Here are the main two situations where the job application form makes sense: 1. Your target job seeker is an hourly worker or job seeker If you have a clientele, then it is a good idea to have a simple one-page job application form because you will definitely have a job seeker. For example,
restaurants, clothing stores, cafes, nurseries and other brick-and-mortar businesses often have people hitting the door to see if they're hiring. You'll want to fill something out for them and come back to you. If you're primarily online or in an industry where clients don't go to your office, you might not need an application form. In this case, candidates are likely to submit resumes with cover letters via email,
your website, or an online job posting site. If you need to post your work online, consider using Indeed, our recommended small business site, to find hourly workers. 2. You want job seeker file information for future job application form opening is useful if you get blind harassment from a job seeker, such as by email, and you want them to fill out a job application form. This is useful when you don't have free
space at the moment, but you want to collect your information in case something opens. You can send them a PDF link to the form via email. Depending on the type of business, a job application can be a way not only to find a great talent that matches what you need, but also serves to create an on-demand pipeline if someone resigns, leaves, or is fired. Then you have a list of names with emails and
phone numbers to call, eliminating last-minute panic. When &amp; How Long to Save Job Applications Save completed job applications in a simple way. Three components are all you need - rejected, hired and currently in the pipeline. Organize applications within each folder by date, the latest first. In most states, it is necessary to keep the job application forms for at least one year. Once accepted, older
than 40 years or in a protected class, the applicant may be safer for two years. Here's what SHRM recommends. Of course, why keep all that paper when you can organize the applicant digitally in the applicant tracking system. Note: FitSmallBusiness provides education, templates, and information. To be safe, your lawyer will view your job applications and job retention needs so that your business is
compliant with all federal, state and local requirements. and underlined once you have a job application form created and approved, start using it. Add it to the page we hire on your site or or and leave them at the service counter. You'll probably find that you're not only getting better applicant information from candidates that meet your business needs, but you'll have a tool that you can use when you're out
and about and just happen to bump into someone you'd like to hire. Just submit them a job application or get their email so you can send them one. One.
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