Subskill #2
             Recall Information: Sequence Part II


The following is the information needed to apply for a position with The School Board of Broward County.  Read the information then answer the questions.
The information below is needed when applying for District Based Positions

GENERAL INFORMATION: Your resume of application must be in the physical possession of the Administrative Procedures Department by 5:00 p.m. on the closing date of the position. Applications that arrive late through the School Pony Mail System or U.S. Mail, regardless of when they are placed in the Pony or postmarked, will not be accepted. 
PLEASE NOTE: FAXED RESUMES WILL NOT BE ACCEPTED. 

All materials submitted become the property of Administrative Procedures and will not be returned to applicants. All district based positions require Bachelor degrees or higher. Required degrees must be earned from an institution accredited by an organization that is recognized by the Council for Higher Education Accreditation (CHEA), the United States Department of Education, a regional accreditation agency or other recognized agency of state or federal government in the United States (to determine if your higher education degree meets the minimum qualification linked to accreditation, please view the list of schools on the 1. www.utexas.edu/world/univ/state or 2. www. clas.ufl.edu/CLAS/american-universities.html websites.)
SUBMIT COVER LETTER WITH TITLE OF POSITION & RESUME TO: Administrative Procedures, Human Resources, The School Board of Broward County, Florida 600 Southeast Third Avenue, Second Floor, Fort Lauderdale, Florida 33301
VETERANS PREFERENCE AVAILABLE:  Please contact Administrative Procedures if you desire Veterans Preference. Veterans Preference Form (pdf)
PROCEDURE FOR SUBMITTING RESUME OF APPLICATION: Submit four (4) complete collated sets of the items listed below together, in the order as presented for review. A letter of intent with exact title of position including the job number, a Resume to include the following information in this order: Full Name; Address; Home and Office telephone numbers; Social Security number; Educational and Professional Training/Degree: List institution location (City/State); year granted; Major/Minor; Certificate(s) NOTE TO FOREIGN TRAINED 

APPLICANTS: Applicants with academic training and degrees granted outside the United States must submit a credential evaluation report that includes a statement of degree equivalency and a breakdown of the coursework and semester-hour credits. This may be provided by an accredited two or four-year college or university in the United States or by a credential evaluation agency. A partial list of approved agencies may be found at www.naces.org. List Foreign Language(s) you can speak, read, and write. Employment History: List each Employers name/address; Employment dates beginning month/year and ending month/year; List job title and professional experiences as they related to the major functions of this position, and salary; List reason for leaving. Include other materials as they specifically relate to the major functions of this position. Four (4) employment references to include contact information for current and previous supervisors and colleagues must be included. Official transcript(s), certification(s)license(s) as appropriate, and social security card must also be included. Photocopies of official transcripts and/or degree certificate are acceptable. Official transcripts will be required upon employment of the selected candidate. APPLICANTS LACKING THE REQUIRED DEGREE DOCUMENTATION WILL BE DISQUALIFIED. It is the responsibility of the applicant to submit sufficient verifiable information to enable the Screening Committee to effectively evaluate his/her education, training, and experience. Drug/alcohol testing may be required. NOTE: Complete reference checks with current and past employment supervisors will be conducted prior to the interview phase of the selective process for employment.

Interviews for posted positions will begin immediately upon identification of qualified candidates.

FAILURE TO PROVIDE THE ABOVE-CITED INFORMATION WILL RESULT IN YOUR BEING DISQUALIFIED AS AN APPLICANT.


Now answer the questions.

1. According to the passage, if I apply for a position with a closing date of August 12th, which of the following is correct?

A. Application package was mailed August 12th 

B. Application package was hand delivered August 12th 

C. Application package was sent through the School Pony Mail System on August 13th 

D. Application package was postmarked August 12th and received August 13th 

2. Which of the following is not true?

A. I can apply if I’m a veteran

B. I can not apply unless I have a degree from a higher education institution

C. I cannot apply via facsimile  

D. I cannot apply with a Bachelors degree from Spain

3. Which of the following is the correct order for a resume?

A. Full Name; Home and Office telephone numbers; Address; Social Security number

B. Full Name; Social Security number; Address; Home and Office telephone numbers 

C. Full Name; Address; Home numbers; Social Security number; Office telephone

D. Full Name; Address; Home and Office telephone numbers; Social Security number

4. According to the passage, what is a credential evaluation report?

A. A statement of degree equivalency

B. An application to a university

C. Proof of citizenship

D. Proof of job training

5. Which of the following items must be first in your completed application package?

A. Resume

B. Letter of Intent

C. References

D. Application

6. The following excerpt from the above passage means: List job title and professional experiences as they related to the major functions of this position
A. My experience as it relates to my current job

B. My experience as it relates to my previous job

C. My experience as it relates to the job applying for

D. My experience as it relates all major functions of my current job

7. What is the last item to be included in your application package?

A. Resume

B. Letter of Intent

C. Social Security Number

D. Employment history


8. Which of the following can disqualify you as an applicant?

A. Application package is faxed

B. Application package is hand delivered

C. Application package is mailed

D. Application package is sent via currier

9. Your application package must be submitted to:

A. Administrative Procedures, Human Resources

B. School Board of Broward County

C. At the district office where the job is available

D. Veterans Preference office

10. The job of the screening committee is to:

A. Hire an applicant

B. Evaluate an applicant

C. Do drug/alcohol testing

D. Certify foreign trained applicants

Answer Key
1. B

2. D

3. D

4. A

5. B

6. C

7. C

8. A

9. A

10. B
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