
 

 

 
 

TOWN OF WESTOVER HILLS 
APPLICATION FOR EMPLOYMENT 

 
PUBLIC WORKS APPLICANTS 

 
PERSONAL HISTORY STATEMENT/APPLICATION 

 
 
 
NAME                
 
 
 
COMPLETE AND RETURN BY            
 
 
I am applying for the following position: ______________________________________________ 
  
 

 
Personal History Statement Instructions 

 
These instructions are provided as a guide to assist you in properly completing your Personal History Statement.  It is 
essential that the information is accurate in all respects so please read all instructions carefully before 
proceeding. The Personal History Statement will be used as a basis for a background investigation that will determine 
your eligibility for becoming an employee. 
 

1. Your application must be printed legibly in BLACK INK by the applicant or typed. Answer all questions truthfully and 
accurately. 

 
2. If a question is not applicable to you, enter N/A in the space provided. 

 
3. Avoid errors by reading the directions carefully before making any entries on the form. Be sure your information is 

accurate and in proper sequence before you begin. 
 

4. You are responsible for obtaining correct and full addresses.  If you are not sure of an address, personally verify 
before making that entry on this history statement.  Errors will not be viewed favorably.  ALL ADDRESSES MUST 
BE COMPLETE WITH ZIP CODES. 

 
5. If you need additional space for your answers, attach an additional sheet or sheets as needed. Be sure to indicate 

what question number and page this refers to. 
 

6. An accurate and complete form will help expedite your investigation. Omissions or falsifications will result in 
disqualification. 
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7. You are responsible for furnishing any changes and/or updating your application as needed, such as address 
changes or telephone changes in writing. 

 
8. Any candidate submitting an incomplete application may not be considered for employment.   

 
9. All documents requested must be submitted with the application (photocopies are acceptable in most cases). 

 

• Copy of your Social Security card. 

• Original certified copy of your birth certificate. (No photo copy) 

• Copy of your valid Texas driver license or a copy of another State’s driver license. Applicant must possess 
a valid Texas driver license prior to being offered employment. 

• Copy of your High School diploma or GED certificate. 

• Original certified copy of your Naturalization papers, if applicable. (No photo copy) 
 

10. If you have any questions, please contact the Public Works Director or his designee. 
  

 

 

DISQUALIFICATION 
 
There are very few automatic basis for rejection.  Even issues of prior misconduct, employee terminations, and 
arrests are usually not, in and of themselves, automatically disqualifying. However, deliberate misstatements or 
omissions can and often will result in your application being rejected, regardless of the nature or reason for the 
misstatements/omissions.  In fact, the number one reason individuals “fail” background investigations is 
because they deliberately withhold or misrepresent job-relevant information from their prospective employer. 
 

 
 
 
APPLICANT IDENTIFICATION  
 
 
INFORMATION PROVIDED IN THIS SECTION IS USED FOR IDENTIFICATION PURPOSES ONLY. 

 
Last Name First Middle  Maiden 

 
 
 

Street Address Apt. No. 
 
 
 

City State & Zip Code 
 
 
 

Mailing  Address (if different from residence) State & Zip  Code 
 
 
 

Home Telephone No. 
 

Work Telephone No. Cellular No. 
 
 
Pager No. 

Date of Birth Social Security No. Drivers License No. & State 
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PERSONAL REFERENCES 
 
List five (5) persons who know you well enough to provide current information about you.  Do not list relatives, former or 
present employers, or supervisors. 
 
Name             Years known    
 
Address               
 
Home Telephone          Alternate Telephone       
 
Nature of Relationship___________________________ 
 
 
Name             Years known    
 
Address               
 
Home Telephone          Alternate Telephone       
 
Nature of Relationship___________________________ 
 
 
Name             Years known    
 
Address               
 
Home Telephone          Alternate Telephone       
 
Nature of Relationship___________________________ 
 
 
TRAFFIC RECORD 
 
 
Have you ever possessed a driver’s license issued by any state other than Texas?  Yes                No   
If yes, give details below: 
 
Driver’s License No.        State     Date issued    
 
Driver’s License No.        State     Date issued    
 
Have you ever had your driver’s license suspended or revoked?  Yes   No   If yes, give reason, date, and length of 
suspension:                
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EMPLOYMENT HISTORY  
 
Beginning with your present or most recent job, list your last three employers.   
 
If you are currently employed, may we contact your present employer?  Yes            No   
 
 
1. Employer                           From     To    
 
Address                
 
Telephone No.         
 
Job Title      Beginning and Ending Salary ________________/__________________ 
 
Work Schedule         
 
Name of supervisor       Supervisor contact information __________________________   
 
Duties: ___________________________________________________________________________________________    

_________________________________________________________________________________________________

_________________________________________________________________________________________________  

_________________________________________________________________________________________________ 

Identify any disciplinary actions you received:           

                

Reason for Leaving:               
 
                
 
 
 
2. Employer                           From     To    
 
Address                
 
Telephone No.         
 
Job Title      Beginning and Ending Salary ________________/__________________ 
 
Work Schedule         
 
Name of supervisor       Supervisor contact information __________________________   
 
Duties: ___________________________________________________________________________________________    

_________________________________________________________________________________________________

_________________________________________________________________________________________________  

_________________________________________________________________________________________________ 
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Identify any disciplinary actions you received:           

               

                

 
Reason for Leaving:               
 
                
 
                
 
 
3. Employer                           From     To    
 
Address                
 
Telephone No.         
 
Job Title      Beginning and Ending Salary ________________/__________________ 
 
Work Schedule         
 
Name of supervisor       Supervisor contact information __________________________   
 
Duties: ___________________________________________________________________________________________    

_________________________________________________________________________________________________

_________________________________________________________________________________________________  

_________________________________________________________________________________________________ 

Identify any disciplinary actions you received:           

               

                

 
Reason for Leaving:               
 
                
 
                

 
EDUCATIONAL HISTORY                                Do you have a G.E.D. Certificate?   
 
Identify all colleges, universities, or technical schools you have attended: 

Name  City & State Dates attended Hours completed Major 
 

Degree & Date 
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MILITARY OBLIGATION 
 
Have you ever served in the U.S. Armed Forces or State Military Forces?  Yes     No   
 

Served from      to      Highest Rank held    
    Date    Date 

 
Branch of Service       Unit         

 
Job Title(s) (e.g., Rifleman, Security)           

 
Type of discharge___________________  Last Duty Station: _______________________________ 

 
 
 
SPECIAL QUALIFICATIONS & SKILLS 
 
Identify any special licenses or skills you hold : ___________________________________________________________ 
 
_________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________ 
 
_________________________________________________________________________________________________ 
 
 
 
If you know a foreign language, indicate your fluency in each block below (excellent, good, fair) 

 
               Language 

 
 

Understanding Speaking Reading Writing 

 
 

    

     

 
 
 
 
 
 
 
 
 
 
I hereby certify that there are no misrepresentations, omissions, or falsifications in the foregoing statements and answers to 
the above questions.  I fully understand that any misrepresentation, omission, or falsification may deem me permanently 
unsuitable, or if hired, may lead to the termination my employment. 
     
 
 
                
       Signature of applicant 

        
                
       Date 

 
 


