STATE OF OREGON EMPLOYMENT APPLICATION


	(Form PD100 - June 1996)





�











Partners in Oregon's Future


Working Together . . . Looking Ahead


An Equal Opportunity Employer


	Women and Minorities are Encouraged to Apply





YOUR APPLICATION MUST BE RECEIVED AT THE ADDRESS LISTED ON THE JOB ANNOUNCEMENT BY THE CLOSE DATE





�





DEPARTMENT OF ADMINISTRATIVE SERVICES


Human Resource Services Division


155 COTTAGE ST NE  u  SALEM, OREGON 97310





�
This file, developed and provided for use by an employee of the Employment Department, is a template developed in Microsoft Word.





�Place it in the MSOffice/Winword/Templates directory.  When you want to fill out a new document, click on File, New, and then select the PD100’96 file. 


This will convert the dot file into a document file (doc) and will always keep an empty template file.





The form is protected to allow automatic entry.  If you want to change something, just unprotect it (a password was not assigned).








�






�
We appreciate your interest in employment with the State of Oregon and this WordPerfect 6.0a version of the State's employment application (form PD100) is provided to assist you with the application process.





We hope you enjoy working with this document and wish you luck in your job search.


�We would appreciate comments and suggestions you feel would improve the use of this program.  Please send your suggestions to: 


Department of Administrative Services


Human Resource Services Division


Recruitment Unit


155 Cottage St. NE  u  Salem, Oregon 97310


�


















�
WE ARE UNABLE TO PROVIDE TECHNICAL SUPPORT TO ASSIST YOU WITH THIS PROGRAM�
�
MEMORY


The graphics and formatting required to develop this document requires considerable memory.  Your system will process the information more quickly if retrieved from your hard drive rather than a disk.





MOVING AROUND





TAB	Press the tab key to move to the next form field.





ARROW	Press arrow keys to move forward, backward, up, down.





MOUSE	Click on the field in which you wish to key information.





GEOGRAPHIC LOCATIONS


You may select geographic locations using the tab, arrow, or mouse, but the quickest method is with your mouse.





PD100 UPDATES


We are unable to notify you of PD100 updates.  To assure you are submitting a current format, we suggest you occasionally review the PD100 by:


�


a.	Obtaining a hard copy from an Employment Department Field office and/or most State of Oregon Agency Personnel Offices.





b.	Access the PD100 via our Word Wide Web address:    http://www.das.state.or.us/jobs/





This template can be edited to update the form as needed.





NETWORK CAUTION:  If a template that is accessed through a network is edited, the edits will change the template for ALL network users.





We appreciate your interest in employment with the State of Oregon.  This electronic version of the State’s employment application (form PD100) is provided to assist you with your application process.  Unfortunately, we are unable to provided technical support for this program.  





We hope you enjoy working with this file and wish you luck in your job search.











�
�





GENERAL  INFORMATION�
�



u	Get a job announcement from any State of Oregon Employment Department office.  Follow the instructions on the announcement.





u	Complete a separate application for each job you apply for unless the announcement gives different instructions.





u	Your application must be received at the address listed on the announcement by the date listed on the announcement as the close date.  





u	Type or print clearly in dark ink.  Legible photocopies are acceptable.  Be sure to sign your application.  Don't include the application cover sheet or this instruction page.


�














u	Incomplete or illegible applications (including faxed applications) cannot be accepted.  The State of Oregon is not responsible for applications lost in the mail.





u	The State of Oregon has zero tolerance for substance abuse, harassment or violence in the workplace.





�
SOCIAL  SECURITY  NUMBER�
�



Please write in your Social Security number.  The State will use it for identification in its systems of recruitment and selection, employee records, payroll and insurance.  The State also may use it to enforce statutes or to prosecute or defend claims involving the State and its employees.  Access to your personnel records is controlled by the Public Records Law (OR Chapter 192) Personnel Rules (OAR 105-10-011) and policies on confidentiality of records.





VETERANS'  PREFERENCE�
�



ORS 408.230 and ORS 408.235, which are the laws governing Veterans’ preference for public employment have been amended.  To be eligible for Veterans’ Preference points on or after October 23, 1999, you must meet all of the following criteria:


You must have served in the Armed Forces for a period of more than 180 consecutive days unless discharged because of a service connected disability;


You must have been discharged or released from service within the last 15 years unless you are an eligible disabled veteran in which case there is no time limit;


You must have been released or discharged with other than a dishonorable discharge;  and


You must attach a copy of your DD214/DD215 to your PD100 employment application form.





Generally, once you have used preference and attained regular employee status you may not use the preference again.  This limitation does not apply to disabled veterans.





For additional information on veterans' preference eligibility requirements, please contact the Oregon Department of Veterans' Affairs at 1-800-692-9666.








PERSONS  WITH  DISABILITIES�
�



ORS 240.379-394 has been repealed effective July 1, 1999.  The Department of Administrative Services is working on a program to replace the old one.  Until then, you must take the test described in the job announcement and compete through the open competitive process. 





When the new process is implemented it will be described here.  You can also call agency personnel offices of open recruitments for information about the hiring process.





Large Type or Braille


State of Oregon employment applications (form PD100) are available in large type or Braille by calling (503) 378-2130 (please be prepared to leave a clear message) or TTY (503) 378-4672.  





Job announcements are available in large type or Braille by contacting the personnel office of the agency that has opened the job announcement (see the “General Information” and/or “How to Apply” sections).





AFFIRMATIVE  ACTION�
�



This information is voluntary.  If you choose to provide this information, it will help us evaluate the effectiveness of our affirmative action programs.





The State of Oregon is an equal opportunity and affirmative action employer.





ETHNIC DEFINITIONS:





(A)	Asian or Pacific Islander:  Persons having origins in any of the peoples of the Far East, Southeast Asia, the Indian subcontinent, or the Pacific Islands.  This area includes, for example, China, Japan, Korea, The Philippine Islands and Samoa.





(B)	African American (not of Hispanic origin):  Persons having origins in any of the black ethnic groups.





(H)	Hispanic:  Persons having origins in any of the  Mexican, Puerto Rican, Cuban , Central or South American or other Spanish cultures, regardless of ethnicity.





(I)	Native American or Alaskan Native:  Person have origins in any of the original peoples of North America, and who maintain cultural identification through tribal affiliation or community recognition.





Caucasian (not of Hispanic origin);  Persons having origin in any of the original peoples of Europe, North Africa or the Middle East.


�
�



�



GEOGRAPHIC AVAILABILITY REFERENCE SHEET�
�
Use this list to select the appropriate location codes to mark on your PD100 Employment Application.  If you select any of the metropolitan area, do not select individual cities that are included in the metro area(s).


�ADVANCE \u5�Choose the cities in which you are willing to work and then check the box next to the corresponding city code in the "Geographic Availability" section of your Employment Application.  


�ADVANCE \u5�NOTE:  We can accommodate up to 40 geographic codes.  


If you select more than 40, the first 40 selections will be noted on your application record.�
�
�



�
EMA - Eugene Metro


(Cottage Grove, Eugene, Springfield, Sweet Home, Veneta)








PMA - Portland Metro Area


(Beaverton, Clackamas, Gresham, Hillsboro, Lake Oswego, Milwaukie, Oregon City, Portland, Tigard, Troutdale)








SMA - Salem Metro Area


(Albany, Dallas, McMinnville, Monmouth/Independence, Sublimity, Salem/Keizer, Woodburn)





22A	Albany


11A	Arlington


15A	Ashland


04A	Astoria





01A	Baker City


06A	Bandon


34A	Banks


34B	Beaverton


09A	Bend


25A	Boardman 





06J	Bridge 


08A	Brookings


13A	Burns





12B	Canyon City


10A	Canyonville


14A	Cascade Locks


17A	Cave Junction


15C	Central Point


06K	Charleston


18B	Chiloquin


03L	Clackamas


05A	Clatskanie


05B	Columbia City


11B	Condon


06B	Coos Bay


06C	Coquille


26F	Corbett


02A	Corvallis


20B	Cottage Grove


16A	Culver





27A	Dallas


21F	Depoe Bay


24C	Detroit





10C	Elkton


32A	Enterprise


03C	Estacada


20D	Eugene





01J	Farewell Bend


20E	Florence





34D	Forest 


35A	Fossil





18F	Gilchrist


03D	Gladstone


08B	Gold Beach


15E	Gold Hill


03M		Government Camp


17B	Grants Pass


26B	Gresham





04C	Hammond


25C	Heppner


30F	Hermiston


34F	Hillsboro


13E	Hines


14B	Hood River


01F	Huntington





12E	John Day


32B	Joseph





18C	Klamath Falls





31E	LaGrande


03H	Lake Oswego


19A	Lakeview


09D	LaPine


22E	Lebanon


21A	Lincoln City


22J	Lyons





16B	Madras


03N	Marylhurst


20J	McKenzie Bridge





36F	McMinnville


30M	Meacham


15G	Medford


18E	Merrill 


30G	Milton Freewater


03E	Milwaukie


03F	Molalla





27D	Monmouth


12G	Monument





29D	Nehalem


19D	New Pine Creek





36G	Newberg


21B	Newport


06H	North Bend





20G	Oakridge


23D	Ontario


03G	Oregon City


14C	Parkdale


30H	Pendleton


02C	Philomath


08C	Port Orford


26C	Portland


07A	Prineville


15K	Prospect





09B	Redmond


10G	Reedsport


10I	Roseburg





24M	Salem/Keizer 


03I	Sandy 


04D	Seaside


34H	Sherwood


09C	Sisters


21G	South Beach


20H	Springfield


05F	St. Helens


24L	St. Paul


24P	Stayton


24Q	Sublimity


10J	Sutherlin


22H	Sweet Home





�09E	Terrebonne


33G	The Dalles


34J	Tigard


29F	Tillamook


21D	Toledo


15L	Trail


26D	Troutdale


34I	Tualatin





30K	Umatilla





23E	Vale


20I	Veneta





32D	Wallowa


16D	Warm Springs


04E	Warrenton


28C	Wasco


03K	Wilsonville


24S	Woodburn
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