
 

P e r s o n a l  I n f o r m a t i o n  

Address:                                                                                                                    Email:  

Name: 

A P P L I C A T I O N  F O R  E M P L O Y M E N T  
 

P O S I T I O N  A P P L Y I N G  F O R :  
 

C H U R C H  S E C R E T A R Y  

Social Security #         Today’s Date: 

Phone Number:     (Day)    (Night)     

Are you 18 years of age or older?  _____ Yes    ____ No 
 
If hired, can you provide written evidence that you are authorized to work in the U.S.? _____ Yes ____ No 

E d u c a t i o n            C i r c l e  L a s t      D i d  Y o u     D e g r e e  
           N a m e  &  L o c a t i o n    Y e a r  C o m p l e t e d    G r a d u a t e ?     R e c e i v e d  

 High School 1  2  3  4  ___ Yes    ___ No N/A 

 College 1  2  3  4  ___ Yes    ___ No  

 Trade School / other 1  2  3  4  ___ Yes    ___ No  

E m p l o y m e n t  H i s t o r y  
 
E m p l o y e r  N a m e / A d d r e s s   K i n d             D a t e    S a l a r y         R e a s o n  
     o f  w o r k        S t a r t e d / L e f t        f o r  L e a v i n g  

1. 

2. 

3. 

4. 

J o b  D a t a –  P l e a s e  l i s t  a r e a s  i n  w h i c h  y o u  h a v e  e x p e r i e n c e  o r  s p e c i f i c  t r a i n i n g .  
 
 
A r e  y o u  p r o f i c i e n t  i n  M i c r o s o f t  O f f i c e _ _ _     
H o w  w o u l d  y o u  r a t e  y o u r  C o m p u t e r  S k i l l s :  E x c e l l e n t  /  G o o d  /  F a i r  /  P o o r  
O t h e r  O f f i c e  S k i l l s :   

 
C h u r c h  L i f e  
N a m e  o f  c h u r c h  y o u  b e l o n g  t o :  
  
W h a t  c h u r c h  a c t i v i t i e s  a r e  y o u  i n v o l v e d  w i t h ?  



H e a l t h  I n f o r m a t i o n  
 
H o w  w o u l d  y o u  d e s c r i b e  y o u r  h e a l t h  i n  g e n e r a l ?  
 
H e a r i n g ?       E y e s i g h t  
 
D o  Y o u  S m o k e ?  
 
A n y  C h r o n i c  H e a l t h  P r o b l e m s ?  

R e f e r e n c e s  ( p l e a s e  d o  n o t  i n c l u d e  r e l a t i v e s )  
                   Y e a r s     
               N a m e            O c c u p a t i o n                            A d d r e s s                       P h o n e  #        K n o w n  

1. 

2. 

3. 

A d d i t i o n a l  I n f o r m a t i o n — P l e a s e  g i v e  u s  a n y  a d d i t i o n a l  i n f o r m a t i o n  y o u  d e s i r e  a b o u t  
y o u r  e d u c a t i o n  o r  w o r k  e x p e r i e n c e .  

I  u n d e r s t a n d  t h a t  t h e  e m p l o y e r  f o l l o w s  a n  “ e m p l o y m e n t  a t  w i l l ”  p o l i c y ,  i n  t h a t  I  o r  
t h e  e m p l o y e r  m y  t e r m i n a t e  m y  e m p l o y m e n t  a t  a n y  t i m e ,  o r  f o r  a n y  r e a s o n  c o n s i s t e n t  
w i t h  a p p l i c a b l e  s t a t e  o r  f e d e r a l  l a w s .  T h i s  “ e m p l o y m e n t  a t  w i l l ”  p o l i c y  c a n n o t  b e  
c h a n g e d  v e r b a l l y  o r  i n  w r i t i n g ,  u n l e s s  t h e  c h a n g e  i s  s p e c i f i c a l l y  a u t h o r i z e d  i n  
w r i t i n g  b y  t h e  c h u r c h .  I  u n d e r s t a n d  t h a t  t h i s  a p p l i c a t i o n  i s  n o t  a  c o n t r a c t  o f  
e m p l o y m e n t .  I  u n d e r s t a n d  t h a t  f e d e r a l  l a w  p r o h i b i t s  t h e  e m p l o y m e n t  o f  
u n a u t h o r i z e d  a l i e n s ;  a l l  p e r s o n s  h i r e d  m u s t  s u b m i t  s a t i s f a c t o r y  p r o o f  o f  e m p l o y m e n t  
a u t h o r i z a t i o n  a n d  i d e n t i t y ;  f a i l u r e  t o  s u b m i t  s u c h  p r o o f  w i l l  r e s u l t  i n  d e n i a l  o f  
e m p l o y m e n t .  
 
I  u n d e r s t a n d  t h a t  t h e  c h u r c h  w i l l  t h o r o u g h l y  i n v e s t i g a t e  m y  w o r k  a n d  p e r s o n a l  
h i s t o r y  a n d  v e r i f y  a l l  d a t a  g i v e n  o n  t h i s  a p p l i c a t i o n ,  o n  r e l a t e d  p a p e r s ,  a n d  i n  
i n t e r v i e w s .  I  a u t h o r i z e  a l l  i n d i v i d u a l s ,  s c h o o l s ,  a n d  f i r m s  n a m e d  t h e r e i n ,  e x c e p t  m y  
c u r r e n t  e m p l o y e r  i f  s o  n o t e d ,  t o  p r o v i d e  a n y  i n f o r m a t i o n  r e q u e s t e d  a b o u t  m e ,  a n d  I  
r e l e a s e  t h e m  f r o m  a l l  l i a b i l i t y  f o r  d a m a g e  i n  p r o v i d i n g  t h i s  i n f o r m a t i o n .  
 
I  c e r t i f y  t h a t  a l l  t h e  s t a t e m e n t s  h e r e i n  a r e  t r u e  a n d  u n d e r s t a n d  t h a t  a n y  f a l s i f i c a t i o n  
o r  w i l l f u l  o m i s s i o n  s h a l l  b e  s u f f i c i e n t  c a u s e  f o r  d i s m i s s a l  o r  r e f u s a l  o f  
e m p l o y m e n t .  
 
 
S i g n e d :         D a t e :  



 

Consent for Criminal Background History check 
Authorization/Waiver/Indemnity 

  
I hereby give permission for the Valley Grove Baptist Church Of Stephenville, Texas to ob-
tain information relating to my criminal history record. The criminal history record, as re-
ceived from the reporting agencies, may include arrest and conviction data as well as plea bar-
gains and deferred adjudications. I understand that this information will be used, in part, to 
determine my eligibility for an employment/volunteer position with this Organization. I also 
understand that as long as I remain an employee or volunteer here, the criminal history re-
cords check may be repeated at any time. I understand that I will have an opportunity to re-
view the criminal history if I dispute the record as received.   
  
  
________________________________    Race: ___________   Sex: _______ 
Please print your full name 
  
  
____________________________________________________________________________________ 
Current Address       Current Phone Number 
  
  
____________________________________________________________________________________ 
Previous address(s) 
  
  
________________________________    _______________________________ 
                Date Of Birth            Place Of Birth 
  
  
________________________________    _______________________________ 
            Social Security Number        Texas Driver’s License Number 
  
  
  
Other names that I have used: (i.e.  Maiden name, nicknames) ____________________________ 
____________________________________________________________________________________
___________________________________________________________________________________ 
  
  
_______________________________    ______________________________ 
                Signature                           Today’s Date 
  
  
     

  
1731 S. US HWY 281    

Stephenville, Texas 76401 
(254) 965-5195 Office   
(254) 965-6068 Fax 



Receptionist/Secretary 
 
 
Principle Functions: 
A Church-support staff position, supervised by the Pastor. To serve as the Secretary/Receptionist for the 
Church offices and assist the Pastor, Ministers, staff, and lay leadership in fulfilling their designated responsi-
bilities to the church 
 
 
 
Responsibilities 
Assist the church treasurer as financial secretary, as needed 
 
Prepare church worship bulletins, church newsletters, and calendar 
Maintain church and website calendar of activities; apprise Nursery Director of updated schedule changes re-
quiring nursery assistance 
 
Maintain Automated Church [Record Keeping] System  (ACS), including Sunday School records, rosters and 
statistical reports; prospect/outreach records; current membership/attendance; and contribution records 
 
Schedule and calendar facilities for weddings as approved in staff meetings 
 
Assist benevolence clients; maintain benevolence records and financial budget; post online records of benevo-
lence activity to Erath Benevolence Network 
 
Answer the telephone and greet visitors to the church office; direct phone calls and visitors to the appropriate 
offices; prepare and receive outgoing and incoming mail 
 
Assist the ministerial staff, as well as all committees, Sunday School teachers, church members, deacons, and 
all ministries, as needed 
 
Maintain proper operation of office equipment; purchase required supplies; order bereavement flowers for fu-
nerals; receive and process memorials, mailing acknowledgements to giver and receiver 
 
Prepare materials for Wednesday prayer and business meetings 
 
Assist the church in fulfilling its mission 
 
Maintain current directory of church families 
 
Perform other duties as assigned 
 
Adhere to church policies as outlined in the Personnel Policies 
 
 
Job Skills Needed 
Ability to Greet and Work with people – Friendly Attitude 
Proficient in Microsoft Office Suite and Above Average Computer Skills 
Quickbooks  
Possess Reliable Transportation  


