YZU Application Form for Employing New Staff

Employing Department/Division:

Category of new staff:□organizational administrative   □organizational technician   

□organizational janitor □teacher’s assistant □contract administrative   

□contract technician   □contract janitor

Expected employing date:

	Employing priority verified by President
	
	
	

	Priority recommended by the department
	1st 
	2nd 
	3rd 

	Name
	
	
	

	Personal information
	Degree (           )

Gender (           )

Age   (           )
	Degree (           )

Gender (           )

Age   (           )
	Degree (           )

Gender (           )

Age   (           )

	Scores of basic ability written tests
	Official writing (      )  English      (      )

Computer literacy(      )
	Official writing (      )  English      (      )

Computer literacy(      )
	Official writing (      )  English      (      )

Computer literacy(      )

	Score of professional written test
	Subject (           )

Score  (           )
	Subject (           )

Score  (           )
	Subject (           )

Score  (           )

	Average score of written tests
	
	
	

	Scores of oral test
	Interviewer#1(       )

Interviewer#2(       )

Interviewer#3(       )
Personnel   (       )
	Interviewer#1(       )

Interviewer#2(       )

Interviewer#3(       )
Personnel   (       )
	Interviewer#1(       )

Interviewer#2(       )

Interviewer#3(       )
Personnel   (       )

	Average score of oral test
	
	
	

	Total score
	
	
	

	Percentage
	Written test (     )%          Oral test (     )%

	Details of selection process
	Received resumes          (     )  Qualified candidates     (     )

Candidates taking written test (     )  Candidates taking oral test (     )

	Special conditions of the recommended candidates 
	

	Director of Employing Department/Division 
	
	Chief Secretary 
	

	Chief of Personnel Office
	
	President
	


※Notice:

1. This shall be filled out by the employing department/division and verified by the 1st and 2nd rank director (department’s staff shall be verified by the College Dean). Candidates’ resumes and personal data shall be attached as well.

2. The selected candidates for taking the written test shall not be less than ten percent of the numbers of receiving resumes or less than ten people. Both the department/division and the Personnel Office shall manage the process. The number of recommended candidates shall be two or three people. If the candidates are insufficient, please explain in the column ‘Special conditions of the recommended candidates’.
3. The percentage of written test (including professional subject) shall be around from 40% to 50%, and the percentage of oral test shall be around from 50% to 60%. It depends on each department/division. Any score of written test below 50 points (60 points for the organizational staff) shall not be included in the recommendation list.

4. The employing priority shall be based on the priority verified by the President.

5. After being verified by the President, the new staff’s salary shall be processed by the Personnel Office in accordance with school regulations.
==========================================================================

YZU Salary Assessment for New Staff

	Name
	
	Job Title
	

	Verified salary
	Base salary:

Professional additional pay:

Food allowance:

Others:

Month salary totally:

Seniority:   years
	Date of registration
	Year

Month

Date



	Additional notes
	


Person in charge of Personnel Office:         Chief of Personnel Office:
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