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Position Application -- Church Secretary/Bookkeeper
______________________________________________________________________________ 
First Name   


 
Middle Name    



Last Name  
______________________________________________________________________________ 
Permanent Street Address 

 Home Phone  



City,  State ZIP 
 1. Please list three professional references. They can be former employers, colleagues, mentors, professors, or other non-family contacts.  
______________________________________________________________________________ 
Reference #1   



 Phone


     
Email  
______________________________________________________________________________ 
Reference #2  


  
Phone     



Email  
______________________________________________________________________________ 
Reference #3    



Phone     



Email  
2. Please list present and/or recent work experience:  
______________________________________________________________________________ 
Employer   

Supervisor’s Name, Position and Phone Dates of Employment 
______________________________________________________________________________  
Employer  

Supervisor’s Name, Position and Phone Dates of Employment  
3. Have you ever been convicted of a felony? If yes, please explain. Such a conviction may be relevant if job-related, but does not necessarily bar you from employment.

4. Please write or type answers to the following questions and submit them on a separate sheet. Five to eight sentences should be an approximate range for each answer.  
· What interests you in this position? 
· What are some gifts and skills you would bring to the job?

· Do you have experience with bookkeeping?  If so, what?
· Please describe your relationship with God, and tell us about your faith.  
5. Please enclose a cover letter.   
I hereby attest that the information in this application is true. I also give Friendship 
Church staff or session members permission to contact the references listed.  
______________________________________________________________________________ 
Signature          Date  
Please return your application, cover letter, and (if you wish) a resume either to FriendshipJobOpening@gmail.com or Friendship Job Opening, 181 Robinson St., Pittsburgh PA  15213.  
