Dear Applicant:
Thank you for your interest in applying with United Day School. All candidates who file an application with us are given consideration for employment as vacancies occur. However, the procedures listed below must be followed in order for an application to be accepted.
INSTRUCTIONS
I. Submit the following items listed below along with your completed application to UDS.
A. A criminal background check from the Sheriff’s Department is required to be submitted with your application. Out of town applicants must obtain a clearance from the city or town they currently live in.
B. 
A copy of all of your professional certificates or licenses must be provided. 
C. 
An official transcript with degree posted needs to be submitted along with the application. The transcript must remain sealed when submitted.
D. 
A copy of a Service Record or letter from previous employer needs to be submitted with your application in order to verify years of experience.
E.  
A resume of professional experience and background information. 
F.  
Submit two letters of recommendations from coworkers or employers. 
G.        Out of state applicants, need to submit out of state references.
*INCOMPLETE APPLICATIONS WILL NOT BE ACCEPTED*
II. Mail or Deliver the completed application to:
MAIL TO: United Day School 
Attn:  Personnel
1701 San Isidro Parkway
Laredo, Texas 78045
UNITED DAY SCHOOL
APPLICATION FOR DEVELOPMENT DIRECTOR 
An Equal Opportunity Employer
1701 San Isidro Parkway, Laredo, TX 78045
(956) 723-7261  FAX  (956) 718-4048
I.  PERSONAL INFORMATION 
Date of Application:




 Date Available for Employment:
Legal Name: 






Social Security #: 
            Last 

First

Middle
Address: 


Street 


City 


State 


Zip Code
Permanent Address: 



Street 


City 


State 


Zip Code
Home Telephone: (        )


      Permanent/Business/Work Telephone: (        )
EDUCATIONAL BACKGROUND
COLLEGE (Please attach a copy of your official college transcripts)
	Name of Institution
	Location
	Dates Attended From/To
	Graduation     Date
	University Level of Degree/Diploma
	Major
	Minor

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


CERTIFICATE AND LICENSE INFORMATION (LIST PENDING CERTIFICATE TYPE AND DATE)
	Type of Certificate/License
(Attach a copy of your certificate/license)
	Teaching/Professional Fields
	Date Issued
	Expiration Date
	State

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


II.  EMPLOYMENT HISTORY
A. Describe your present employment and list in reverse chronological order all full-time positions you have held both within and outside the field of education. Attach resume if available. 
	Employer/Supervisor (include city and state where located)
	Major Responsibilities
	Dates  Employed 
From / To      
	Number of Employees Supervised- if applicable

	Amount of Budget controlled

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


B. Describe your employment experience with each of the following programs or activities:  (if needed, attach supplemental page(s).)
1.  Financial planning/working with budgets
2.  Fundraising experience
3.  Strategic Planning and Goal Setting
4.  Organizational Planning and team building
5.   Data Collection/Data Processing
6.  Computer technology use (Microsoft Suite of Software) to manage tasks and correspondence
III.  COMMUNITY AND PROFESSIONAL MEMBERSHIPS, AFFILIATIONS, AND ACTIVITIES
A. List the professional organizations of which you have been a member for been associated with and the most significant things you have accomplished in these organizations.
B. List the community, civic, social and other organizations of which you are a member and any leadership positions held or activities involved in.
C.  Please list and describe briefly any awards or honors you have received.
WRITING SAMPLE (TYPED)
To provide UDS with an initial idea of your ability to express yourself in writing, please respond to the following questions in the space below or on an additional page (Note:  These answers need not be handwritten): 
1. Why are you interested in leaving your current position to come to UDS?
2.  What personal and/or administrative skills or experiences do you have which you believe make you qualified

     to be our annual giving director?
3.  What are your three most significant professional contributions during the past five years? 
4.  What would be your plan of action to reach or exceed the Annual Giving financial goal?
EMPLOYMENT REFERENCES
► Please list four work related references that may be contacted regarding character and work history.
(List most recent or current supervisor.)
	Name and Position
	Mailing Address
	Office Phone 
	Home Phone

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


GENERAL INFORMATION
“Conviction” shall include probation or deferred adjudication (probation), a finding of guilt or acceptance by the court
of a plea of guilty, or nolo contendere.
Moral turpitude is an act of baseness, vileness or depravity in the private or social duties outside the accepted standards of
decency and that shocks the conscience of an ordinary person, including, but not limited to, theft, attempted theft, murder,
rape, swindling and indecency with a minor.
_________________________________________________________________________________________________
► Have you ever been convicted of, plead guilty or no contest (nolo contendre) to, or received probation, suspension,
or deferred adjudication for a felony or any offense involving moral turpitude (including, but not limited to, theft,
rape, murder, swindling, and indecency with a minor)? ____Yes ____No
If yes, please attach statement of the nature of the offense:
_________________________________________________________________________________________________
► Have you ever been charged with, been convicted of, received deferred adjudication (probation), plead guilty or
nolo contendre for an offense of capital murder, attempted murder, murder, voluntary manslaughter, involuntary
manslaughter, indecency with a child, injury to a child or elderly or disabled individual, kidnapping, aggravated
kidnapping, aggravated sexual assault of a child, aggravated robbery, or any felony where a deadly weapon was
used or exhibited or for any felony related to the manufacture, delivery or possession of marijuana, a controlled
substance, or dangerous drug? ____Yes _____No
* Conviction of a crime is not an absolute bar to employment. Pursuant to district policy, the district will review each
application according to the criteria set forth in the district’s DC (Local) policy.
► Have you ever been involuntarily terminated, asked to resign, or resigned due to employee misconduct from any
previous employer? ___Yes ____No
If yes, give the name of your prior employer, date and reason(s) for such action: _____________________________
_________________________________________________________________________________________________
VERIFICATION
An applicant shall not be employed by UDS if he or she fails to disclose information on the employment
application or when questioned regarding any criminal conviction, crime, or deferred adjudication (or similar
type of decree) or misrepresents any information regarding any such conviction, crime, or deferred adjudication
(or similar type of decree).
I hereby certify that the above information to the best of my knowledge is true, accurate, and complete. ANY
FALSIFICATION OF THIS RECORD WILL BE SUFFICIENT CAUSE FOR IMMEDIATE TERMINATION OR
DISQUALIFICATION FROM EMPLOYMENT. Furthermore, it is understood that this application becomes the
property of United I.S.D., which reserves the right to accept or reject it. I hereby give the District permission to make
inquiries of references and former employers concerning my performance in the past and general character.
References and personal information, which become a part of this record are to be regarded as confidential and shall
not be revealed to me.
___________________________________________ 
_____________________________
Applicant's Signature 




Date
CRIMINAL HISTORY RECORD INFORMATION AUTHORIZATION
I authorize United Day School to obtain copies of any information pertaining to any criminal history record maintained by any law enforcement agency and to use said information for the purpose of evaluating my application for employment.
In order to obtain a criminal check you must be 18 years or older.
Name: _______________________________________________________________________________________________
Last 


First 



Middle
Address: _____________________________________________________________________________________________
Sex: ________________________________ Social Security #: _________________________________________________
Male or Female
Race: __________________________________________ Drivers License #: _____________________________________
(White, Black, Hispanic, etc.)
Date of Birth: _________________________________
(Numeric Month/Day/Year)
Applicant's Signature: _________________________________________________________ Date: __________________
21.917 Access to Police Records of Employment Applicant
(a) A school district is entitled to obtain criminal history record information that relates to an applicant for employment with the district if, at the time of the request for the information, the district submits to the custodian of the information a signed statement from the employment applicant authorizing the district to obtain the information.
(b) A school district may obtain information under this section from any law enforcement agency, including a police department or the Department of Public Safety, or from the Texas Department of Corrections.
(c) A school district may use information obtained under this section only for the purpose of evaluating applicants for employment.
United Day School  1701 San Isidro Parkway, Laredo Tx  78045
