
For Office Use Only: 
Interview:  
Date Scheduled:  

Application for Employment 
INSTRUCTIONS: Please complete all portions of this employment application to be considered for employment. If you 
require accommodation during the employment process, including assistance in the completion of this employment 
application, please let us know. We are an equal opportunity employer. We do not discriminate on the basis of age, 
color, national origin, ancestry, marital status, disability, sexual orientation, arrest and court record or any other 
protected category recognized by state and federal laws. This employment application is valid for a three-month period 
after submission to the credit union and only for the desired position. Consideration for employment after the three-
month period requires completion and submission of a new application. Download and complete the application and 
email to:  Human Resources Manager: mmassey@extracreditunion.org  

Driver’s License: __________________________________________________    State: _______________________ 

  Have you ever used any other names?  __________   If yes, explain: _____________________________________ 

If you are under 18, and it is required, can you furnish a work permit? Yes No 
If no, please explain:  
Have you ever been employed here before? Yes No 
If yes, give dates and positions:  
Are you legally eligible for employment in this country? Yes No 
Dates available for work:  What is your desired salary range? $ 
Type of employment desired: Full-Time Part-Time Temporary Seasonal Educational Co-Op 
Have you ever plead guilty or no contest to, or been convicted of a crime? Yes No 
If yes, please provide date(s) and details:  
Are there any felony charges pending against you? Yes No 
If yes, please provide date(s) and details:  
Answering “yes” to these last two questions does not constitute an automatic bar to employment. Factors such as date of offense, seriousness and nature of the violation, rehabilitation and position 

applied for will be taken into account. 

Home Phone:  Cellular/Other Phone:  

E-mail:  Alternate E-mail:  

Position(s) applied for: Date of application: 

Name:  SSN:  
Last, First, Middle (For bondability and criminal conviction checks)  

Address:  
Street City, State, Zip Code 



 

 
 

Educational Background (if job related) 

Name and Location Number of Years 
Completed  

Did You 
Graduate? 

 
            Major/Course of Study 

High School    

College    

College    

Other    

 
 
 
 
 
 

 
 
 
 
 

 
 

From To Employer Telephone 

Starting Job Title/Final Job Title Address 

Immediate Supervisor and Title Summarize the nature of work performed and job responsibilities 

May we contact for reference? 

Yes 
 

No 
 

Later 

Reason for leaving Hourly Rate/Salary 

Start $   per 
 

Final $   per 
 

From To Employer Telephone 

Starting Job Title/Final Job Title Address 

Immediate Supervisor and Title Summarize the nature of work performed and job responsibilities 

May we contact for reference? 

Yes 
 

No 
 

Later 

Reason for leaving Hourly Rate/Salary 

Start $   per 
 

Final $   per 
 

From To Employer Telephone 

Starting Job Title/Final Job Title Address 

Immediate Supervisor and Title Summarize the nature of work performed and job responsibilities 

May we contact for reference? 

Yes 
 

No 
 

Later 

Employment History Provide the following information of your past four (4) employers, assignments or volunteer activities, starting with 
the most recent. 

Skills and Qualifications Summarize any training, skills, licenses and/or certificates that may qualify you as being able to perform job-related 
functions in the position for which you are applying. 



Reason for leaving Hourly Rate/Salary 

Start $   per 
 

Final $   per 
 

From To Employer Telephone 

Starting Job Title/Final Job Title Address 

Immediate Supervisor and Title Summarize the nature of work performed and job responsibilities 

May we contact for reference? 

Yes 
 

No 
 

Later 

Reason for leaving Hourly Rate/Salary 

Start $   per 
 

Final $   per 

 
 
 

 
 
 

References 
 

Name/Relationship Telephone Number of Years Known 

   

   

   

Employment Gaps           Summarize any periods in which you were not working.  
 



 
Disclosure: Extra Credit Union, when considering your application for employment, when making a decision whether to offer you employment, when 
deciding whether to continue your employment if you are hired, and when making other employment related decisions directly affecting you, may wish 
to obtain and use a credit bureau report. These terms and conditions are defined in the Fair Credit Reporting Act (FCRA), which applies to you. As an 
applicant for employment or employee of Extra Credit Union, you are a consumer with rights under the FCRA. A summary of your rights under the FCRA 
is attached to this Application for Employment. A summary of your rights under the FCRA is attached to this Application for Employment.  

 
If Extra Credit Union obtains a credit bureau report about you, and if the information contained in the said report is the reason not to hire you, you can 
request a free copy of the report. In addition, Extra Credit Union will advise you if you were negatively affected by credit bureau report information of its 
impact on the decision not to extend an offer of employment. You may also contact the Federal Trade Commission about your rights under the FCRA as 
a consumer with regard to credit bureau reports. 

 
Authorization: I understand that a check in the “yes” box, along with my signature at the bottom of this Application for Employment, is authorization 
for Extra Credit Union to request a personal credit bureau report on me and to use the information to assist in the determination of my eligibility for 
employment. If hired, this Disclosure and Authorization will remain on file and will serve as my ongoing authorization for Extra Credit Union to obtain 
personal credit bureau reports for employment purposes. I understand that I have rights under the Fair Credit Reporting Act. 

Yes No 
 

I certify that all information that I have provided in order to apply for and secure work with the employer is true, complete and correct. 
 

I understand that any information provided by me that is found to be false, incomplete or misrepresented in any respect, will be sufficient cause to (i) 
cancel further consideration of this application, or (ii) immediately discharge me from the employer’s service, whenever it is discovered. 

 
I expressly authorize, without reservation, the employer, its representatives, employees or agents to contact and obtain information from all references 
(personal and professional), employers, public agencies, licensing authorities and educational institutions to otherwise verify the accuracy of all 
information provided by me in this application, on my resume or during a job interview. I hereby waive any and all rights and claims I may have regarding 
this employer, its agents, employees or representatives, for seeking, gathering and using such information in the employment process and all other 
persons, corporations or organizations for furnishing such information about me. 

 
If I am hired, I understand that my employment with Extra Credit Union is at-will. I understand that “at-will” means that either Extra Credit Union or I may 
terminate my employment at Extra Credit Union at any time with or without notice and with or without cause. I further understand that the at-will nature 
of my employment cannot be altered by any oral or written statement or practice of Extra Credit Union and that any alteration of the at-will nature of my 
employment must be in writing and signed by the President/CEO of Extra Credit Union. 

 
I also understand that if I am hired, I will be required to provide proof of identity and legal authority to work in the United States and that federal 
immigration laws require me to complete an I-9 Form in this regard. 

 
I also understand that if I am hired, I agree to submit a medical examination and drug test, if required, before starting work. If employed, I also agree 
to submit a medical examination or drug test at any time deemed appropriate by Extra Credit Union and as permitted by law. I consent to such 
examinations and tests, and I request that the examining doctor disclose to Extra Credit Union the results of the examination, which results shall remain 
confidential and segregated from my personnel file. I understand that my employment or continued employment, to the extent permitted by law, may be 
contingent upon satisfactory medical examinations and drug tests, and if I am hired a condition of my employment will be that I abide by Extra Credit 
Union’s Drug and Alcohol Policy as found in the Employee Handbook. 

 
I understand that filling out this form does not indicate that there is a position open and does not obligate Extra Credit Union to hire me. If hired, I agree 
to abide by all company work rules, policies and procedures. Extra Credit Union retains the right to revise its policies or procedures, in whole or in part, 
at any time. 

 
I also understand that if I assert a claim against Extra Credit Union arising out of my application for employment, my employment, or my discharge from 
employment, I must do so within 180 days of the event giving rise to the claim or within the applicable limitations period, whichever is sooner. 

 
DO NOT SIGN UNTIL YOU HAVE READ THE ABOVE FAIR CREDIT REPORTING ACT DISCLOSURE AND AUTHORIZATION AND 
APPLICANT STATEMENT. I certify that I have read, fully understand and accept all terms of the foregoing Fair Credit Reporting Act 
Disclosure and Authorization and Applicant Statement. 

 
 

Signature:   Date:  

Fair Credit Reporting Act Disclosure and Authorization 

Application Statement 



Para informacion en espanol, visite www.ftc.gov/credit o escribe a la FTC Consumer Response Center, Room 130-A600 
Pennsylvania Ave. N.W., Washington, D.C. 20580. 

 
A Summary of Your Rights Under the Fair Credit Reporting Act 

 
The federal Fair Credit Reporting Act (FCRA) promotes the accuracy, fairness, and privacy of information in the files of 
consumer reporting agencies. There are many types of consumer reporting agencies, including credit bureaus and 
specialty agencies (such as agencies that sell information about check writing histories, medical records, and rental 
history records). Here is a summary of your major rights under the FCRA. For more information, including information 
about additional rights, go to www.ftc.gov/credit or write to: Consumer Response Center, Room 130-A, Federal Trade 
Commission, 600 Pennsylvania Ave. N.W., Washington, D.C. 20580. 

 
• You must be told if information in your file has been used against you. Anyone who uses a credit report or another 
type of consumer report to deny your application for credit, insurance, or employment —or to take another adverse action 
against you —must tell you, and must give you the name, address, and phone number of the agency that provided the 
information. 

 
• You have the right to know what is in your file. You may request and obtain all the information about you in the files 
of a consumer reporting agency (your “file disclosure”). You will be required to provide proper identification, which may 
include your Social Security number. In many cases, the disclosure will be free. You are entitled to a free file disclosure if: 

 
• a person has taken adverse action against you because of information in your credit report; 
• you are the victim of identify theft and place a fraud alert in your file; 
• your file contains inaccurate information as a result of fraud; 
• you are on public assistance; 
• you are unemployed but expect to apply for employment within 60 days. 

 
In addition, by September 2005 all consumers will be entitled to one free disclosure every 12 months upon request from 
each nationwide credit bureau and from nationwide specialty consumer reporting agencies. See www.ftc.gov/credit for 
additional information. 

 
• You have the right to ask for a credit score. Credit scores are numerical summaries of your credit-worthiness based 
on information from credit bureaus. You may request a credit score from consumer reporting agencies that create scores 
or distribute scores used in residential real property loans, but you will have to pay for it. In some mortgage transactions, 
you will receive credit score information for free from the mortgage lender. 

 
• You have the right to dispute incomplete or inaccurate information. If you identify information in your file that is 
incomplete or inaccurate, and report it to the consumer reporting agency, the agency must investigate unless your dispute 
is frivolous. See www.ftc.gov/credit for an explanation of dispute procedures. 

 
• Consumer reporting agencies must correct or delete inaccurate, incomplete, or unverifiable information. 
Inaccurate, incomplete or unverifiable information must be removed or corrected, usually within 30 days. However, a 
consumer reporting agency may continue to report information it has verified as accurate. 

 
• Consumer reporting agencies may not report outdated negative information. In most cases, a consumer reporting 
agency may not report negative information that is more than seven years old, or bankruptcies that are more than 10 
years old. 

 
• Access to your file is limited. A consumer reporting agency may provide information about you only to people with a 
valid need —usually to consider an application with a creditor, insurer, employer, landlord, or other business. The FCRA 
specifies those with a valid need for access. 

 
• You must give your consent for reports to be provided to employers. A consumer reporting agency may not give 
out information about you to your employer, or a potential employer, without your written consent given to the employer. 
Written consent generally is not required in the trucking industry. For more information, go to www.ftc.gov/credit. 

http://www.ftc.gov/credit
http://www.ftc.gov/credit
http://www.ftc.gov/credit
http://www.ftc.gov/credit
http://www.ftc.gov/credit


• You may limit “prescreened” offers of credit and insurance you get based on information in your credit report. 
Unsolicited “pre-screened” offers for credit and insurance must include a toll-free phone number you can call if you choose 
to remove your name and address from the lists these offers are based on. You may opt-out with the nationwide credit 
bureaus at 1-888-5-OPTOUT (1-888-567-8688). 

 
• You may seek damages from violators. If a consumer reporting agency, or, in some cases, a user of consumer reports 
or a furnisher of information to a consumer reporting agency violates the FCRA, you may be able to sue in state or federal 
court. 

 
• Identity theft victims and active duty military personnel have additional rights. For more information, visit 
www.ftc.gov/credit. 

 
States may enforce the FCRA, and many states have their own consumer reporting laws. In some cases, you may 
have more rights under state law.  
 
For more information, contact your state or local consumer protection agency or your state Attorney General. 
Federal enforcers are: 

 
 

TYPE OF BUSINESS CONTACT 
CRAs, creditors and others not listed below Federal Trade Commission 

Bureau of Consumer Protection - FCRA 
Washington, DC 20580 · 202-326-3761 

National banks, federal branches/agencies or foreign 
banks (word “National” or initials “N.A.” appear in or after 
bank’s name) 

Office of the Comptroller of the Currency 
Compliance Management, Mail Stop 6-6 
Washington, DC 20219 · 800-613-6743 

Federal Reserve System member banks (except national 
banks, and federal branches/agencies of foreign banks) 

Federal Reserve Board 
Division of Consumer & Community Affairs 
Washington, DC 20551· 202-452-3693 

Savings associations and federally chartered savings 
banks (word “Federal” or initials “F.S.B.” appear in federal 
institution’s name) 

Office of Thrift Supervision 
Consumer Programs 
Washington, DC 20552 · 800-842-6929 

Federal credit unions (words “Federal Credit Union” 
appear in institution’s name) 

National Credit Union Administration 
1775 Duke Street 
Alexandria, VA 22314 · 703-518-6360 

Banks that are state-chartered, or are not Federal Reserve 
System members 

Federal Deposit Insurance Corporation 
Division of Compliance & Consumer Affairs 
Washington, DC 20429 · 800-934-FDIC 

Air, surface, or rail common carriers regulated by former 
Civil Aeronautics Board for Interstate Commerce 
Commission 

Department of Transportation 
Office of Financial Management 
Washington, DC 20590 · 202-366-1306 

Activities subject to the Packers and Stockyards Act, 1921 Department of Agriculture 
Office of Deputy Administrator - GIPSA 
Washington, DC 20250 · 202-720-7051 

 
 
  ____  I have read and understand the Rights Under the Fair Credit Reporting Act statement.  
 
 
 
 
 
 
 
 
 
 
 
 

http://www.ftc.gov/credit


 
Please read carefully before signing the Authorization 
Disclosure: If considering you for employment and, if you are presently employed, in considering you for subsequent 
promotion, assignment, reassignment, retention, or discipline, Extra Credit Union may request and rely upon one or 
more consumer reports or investigative consumer reports about you that we obtain from a consumer reporting agency.  

For explanation purposes:  

• A “consumer report” is a written, oral or other communication of any information by a consumer reporting 
agency bearing on your credit worthiness, credit standing, credit capacity, character, general reputation, 
personal characteristics, or mode of living which is used or expected to be used or collected in whole or in part 
for the purpose of serving as a factor in making an employment-related decision about you. Such information 
may include, for example, credit information, criminal history reports, or driving records; and 

• An “investigative consumer report” is a consumer report in which information on your character, general 
reputation, personal characteristics, or mode of living is obtained through personal interviews with your prior 
employers, neighbors, friends, or associates, or with others who may have knowledge concerning any such 
items of information.  

 

In the event an investigative consumer report is requested about you, you are entitled to additional disclosures regarding 
the nature and scope of the investigation requested, as well as a written summary of your rights under the Fair Credit 
Reporting Act (FCRA). Under the FCRA, before Extra Credit Union can obtain a consumer report, investigative 
consumer report, or employer or non-employer related insurance or fidelity bond claims information about you for 
employment purposes, we must have your written authorization. Before we take adverse action on the basis, in whole or 
in part, of information in the report, you will be provided a copy of that report, the name, address, and telephone number 
of the consumer reporting agency, and a summary of your rights under the FCRA.   

 
 
  ____  I have read and understand the Disclosure and Authorization Form statement.  
 
 
  Authorization:  

I have read and understand the foregoing Disclosure, and hereby authorize Extra Credit Union to obtain and rely upon 
consumer reports, investigative consumer reports, public government records and information regarding my involvement 
in any prior employer or non-employer-related insurance or fidelity bond claims in considering me for employment, and, 
if I am employed, in considering me for subsequent promotion, assignment, reassignment, retention, or discipline. By my 
signature below, I authorize Extra Credit Union to obtain at their own cost and expanse any such reports and information 
from third-party entities such as consumer reporting and insurance agencies and to share the reports and information 
received with any person involved in the employment decision about me. I also agree that this Disclosure and 
Authorization in its original, faxed, photocopied, or electronic (including electronically signed) form shall be valid for any 
consumer reports, investigative consumer reports, public record search, and employer or non-employer-related 
insurance or fidelity bond claim reports that may be requested about me by or on behalf of Extra Credit Union.  

 

_______________________________________________________  _______________________ 

Signature         Date  
 
 

Disclosure and Authorization Form 
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