Iowa State University

Department of Residence

Conference Manager application - 2022
After reviewing the Job Description & Requirements, complete the following:

	Last Name, First Name MI


	ISU ID#


	Office Use Only

	Street Address and City/State/Zip      or        ISU Hall/House and Street, Room/Apt. #

	
	
	
	TH

	ISU E-mail Address

	Phone Number to Contact

	
	
	
	JC

	If currently employed by Department of Residence, list position, work area, and your supervisor’s name.


	S
	C
	J
	JH

	University Major

	Classification (Fr., So., Jr., Sr., etc.)


	Anticipated ISU Graduation Date

	

	Number of full-time ISU Fall/Spring semesters attended on ISU campus (include current ISU semester as “1”).


	Cum. GPA (2.5 min.)


	Describe any conflicts (outside of your scheduled classes listed on your schedule form) you would have with working 10-12 hours a week between 8:00 a.m. – 5:00 p.m. Monday-Friday for Spring Semester 2021, and any conflicts (classes, vacations, weddings, weekend commitments, etc.) you would have between May 8 and August 19, 2022.


	How did you become aware of this position (Job Board, flyer, through Department of Residence staff or website, ISU office e-mail, CyHire, career fair, was former SCS, other)?



	Have you ever been convicted, received a deferred judgment or sentence, paid a fine, served probation or pled guilty or no contest of a felony or misdemeanor, including traffic violations?  (A criminal record is not an absolute bar to employment but will only be considered in relation to specific job requirements.)  Place an “X “ in appropriate box.
(
	No


	Yes



	If yes, explain for what, where, and when.


	Have you ever been terminated, discharged, dismissed, or involuntarily separated from employment?  Place an “X “ in appropriate box.
(
	No


	Yes



	If yes, provide company name and details.



List two professional references below.  Current/past employers or Residence Hall staff who know you in a work capacity are preferred.

	1.  Name


	2.  Name



	Reference’s Title or Position and Name of Business or Organization

	Reference’s Title or Position and Name of Business or Organization


	Telephone Number and Type (e.g., office, home, cell)


	Telephone Number and Type (e.g., office, home, cell)



	E-Mail (if known) and Type (e.g., work or personal)

	E-Mail (if known) and Type (e.g., work or personal)


	Address

	Address


	In what capacity does this reference know you (e.g., employer, advisor, etc.)?


	In what capacity does this reference know you (e.g., employer, advisor, etc.)?




Application Agreement:
· I, the applicant, authorize Iowa State University to use the information and statements contained in this application to determine my qualifications for employment. I authorize Iowa State University to make inquiries of my former employers regarding my previous duties, responsibilities, performance, compensation, and eligibility for rehire. In addition, I authorize Iowa State University to conduct additional reference checks that may include reference referrals from previous employers.

· I understand that a comprehensive background check may be conducted to determine my eligibility for hire. This may include but is not limited to: investigations of criminal and/or conviction records, driving records, and/or a drug screen test as required by U.S. Department of Transportation regulations or university policies, and verification of degrees (if applicable). I also understand that medical, psychological and/or physical demands examinations may be required for certain positions. Therefore, I understand that offers of employment will be conditional and that my employment will depend on successful completion of any conditions of employment that are contained in the Iowa State University vacancy announcement or in university policies.
-See next page-
· I release Iowa State University, as well as other entities or persons from which information is sought or obtained, from any claims I may have on the University's decision to conduct a reference or background check or the consequences of that check.

· I certify that all statements made in my application are true and accurate, and that I have not omitted any material information or provided false or misleading information. I understand that any material omission or misrepresentation may result in my disqualification from consideration for employment or, if discovered after I begin employment, may result in my termination.

· If hired, I agree to abide by the policies of Iowa State University. I certify that I have read, and agree with, these statements.
	Applicant Signature (Insert Name if Application is E-mailed)


	Date (Month/Day/Year)




Fall Semester 2021 Schedule:
Type “X” in each block during which you have a class or other conflict.  This will be used to help schedule interviews, if selected.
	Monday
	8:00
	8:30
	9:00
	9:30
	10:00
	10:30
	11:00
	11:30
	Noon
	12:30
	1:00
	1:30
	2:00
	2:30
	3:00
	3:30
	4:00
	4:30

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tuesday
	8:00
	8:30
	9:00
	9:30
	10:00
	10:30
	11:00
	11:30
	Noon
	12:30
	1:00
	1:30
	2:00
	2:30
	3:00
	3:30
	4:00
	4:30

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Wednesday
	8:00
	8:30
	9:00
	9:30
	10:00
	10:30
	11:00
	11:30
	Noon
	12:30
	1:00
	1:30
	2:00
	2:30
	3:00
	3:30
	4:00
	4:30

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Thursday
	8:00
	8:30
	9:00
	9:30
	10:00
	10:30
	11:00
	11:30
	Noon
	12:30
	1:00
	1:30
	2:00
	2:30
	3:00
	3:30
	4:00
	4:30

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Friday
	8:00
	8:30
	9:00
	9:30
	10:00
	10:30
	11:00
	11:30
	Noon
	12:30
	1:00
	1:30
	2:00
	2:30
	3:00
	3:30
	4:00
	4:30

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Anticipated Spring Semester 2022 Schedule:
Type “X” in each block during which you have a class or other conflict.  Note that preferred open hours are 1:30-5:00 p.m. on Monday-Wednesday-Friday.
	Monday
	8:00
	8:30
	9:00
	9:30
	10:00
	10:30
	11:00
	11:30
	Noon
	12:30
	1:00
	1:30
	2:00
	2:30
	3:00
	3:30
	4:00
	4:30

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tuesday
	8:00
	8:30
	9:00
	9:30
	10:00
	10:30
	11:00
	11:30
	Noon
	12:30
	1:00
	1:30
	2:00
	2:30
	3:00
	3:30
	4:00
	4:30

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Wednesday
	8:00
	8:30
	9:00
	9:30
	10:00
	10:30
	11:00
	11:30
	Noon
	12:30
	1:00
	1:30
	2:00
	2:30
	3:00
	3:30
	4:00
	4:30

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Thursday
	8:00
	8:30
	9:00
	9:30
	10:00
	10:30
	11:00
	11:30
	Noon
	12:30
	1:00
	1:30
	2:00
	2:30
	3:00
	3:30
	4:00
	4:30

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Friday
	8:00
	8:30
	9:00
	9:30
	10:00
	10:30
	11:00
	11:30
	Noon
	12:30
	1:00
	1:30
	2:00
	2:30
	3:00
	3:30
	4:00
	4:30

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Be sure to review the Time Commitments section in the Job Description & Requirements document.  Note that preferred open hours are 1:30-5:00 p.m. on Monday-Wednesday-Friday.  List any comments or explanations about your spring schedule (if any) below:



Resume Required with Submission:
· Submit your resume.
· Submit this application form with the resume by 11:59 p.m. on Friday, November 19th, 2021.  
· E-mail as attachments to conferences@iastate.edu with the subject line “Conference Manager Application”.
11/2/2021
H:\Conf1\Select21\ConfMngr\ApplicFrm21.doc
