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Arkansas School for Mathematics, Sciences, and the Arts

Supervisor’s New Employee Form


Name: _____________________________________

Department:   ________________________________

Position:  ___________________________________


Degree (if required):  _________________________

Date to begin work:  __________________________

Recommended Salary:  ________________________

Hiring Official Signature:  ______________________________    Date:  ___________

Finance Approval Signature:  ___________________________      Date:  ___________

Director’s Approval Signature:  __________________________     Date:  ___________

Summary of Qualifications:

Human Resources Office Requirements:

Resume – (please attach to this form & return to Human Resources)

Driver’s License (HR must see original)

Social Security Card (HR must see original)

“Official” Transcripts (if position requires a degree)

Note:  Please deliver to Finance to review and to Director for approval signature.  Please forward to Human Resources once signatures are complete and before the first day of employment.
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