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                                                          Confidential 机密                                                                      Employee Application Form 职位申请表

	For Office Use Only 酒店专用

	1st Interview 第一次面试                                    2nd Interview 第二次面试

	Remarks 补充:


Department / Position Applied for     1st Choice
申请部门 / 职位                  第一选择 ____________________________________________________________________
                                2nd Choice
                                第二选择 _____________________________________________________________________
Are you willing to work in shifts ?          □ Yes       □ No            Salary Expected per Month (Gross)                                      
阁下是否愿意轮班工作 ?              　愿意         不愿意           期望月薪 (总额)              _______________________________________
Date Available                                           Source of Application
可到职日期 _________________________________________   空缺获悉来源 _______________________________________________________________＿＿＿＿
	Personal Data 个人资料

	Family Name                       Given Name(s)                                         Name in Chinese
姓 (英文) _______________________  名 (英文) ___________________________________________  中文姓名 _________________________________________
Place of Birth                                                        Date of Birth
出生地点 _______________________________________________________   出生日期  ____________________________________________________________
Nationality / Hukou                                                   Kind of Hukou
国籍 / 户籍 _____________________________________________________   户籍性质  ___________________________________________________________
Address
地址 ____________________________________________________________________________________________________________________________________
Marriage Status                                                      I.D. Number
婚姻状况 _______________________________________________________   身份证号码  __________________________________________________________
Place of Personal File                                                 Place of Insurance
档案关系所在地 _________________________________________________   社保关系所在地  ______________________________________________________
Tel. No. ( Home )                                                    ( Office )
电话 ( 住宅 ) ___________________________________________________   (办公室) ______________________________________________________________
Mobile Phone / Pager                                                 E-mail Address
移动电话 _______________________________________________________   电邮 _________________________________________________________________



	Education 学历
	Name of School / Institute
院校名称
	From 由
Month 月/ Year 年
	To 至
Month 月/ Year 年
	Level
程度
	Certificate Obtained & Year
所获证书及年份

	Primary School 小学

	
	
	
	
	

	Secondary School 中学

	
	
	
	
	

	College or University
专业学院或大学
	
	
	
	
	

	Others 其它
(E.g. International Recognized
Language Quality)
(例: 国际认可的语言等级)
	
	
	
	
	


	Language 语言
Please tick in the appropriate boxes 请于适当方格内作成 (()
	         Spoken 会话
	Reading 阅读
	     Written 书写

	
	Good良好
	Fair 普通
	Poor略懂
	Good良好
	Fair 普通
	Poor略懂
	Good良好
	Fair 普通
	Poor略懂

	English 英语
	
	
	
	
	
	
	
	
	

	Others 其它
	1.               
	
	
	
	
	
	
	
	
	

	
	2.
	
	
	
	
	
	
	
	
	

	
	3.
	
	
	
	
	
	
	
	
	


                                              P.T.O. 请转下页
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	Employment 任职资料
Please list the last 10 years’ employment in chronological order 请按年份先后填写过去十年的任职经历, 先填写最近的任职纪录

	   Name of Company
       公司名称
	  Address & Telephone
      地址及电话
	Employment Period
任期
Month月 / Year年
	Monthly
 Salary
 月薪
	Job Title
职位
	 Reasons For
 Leaving
 离职原因
	  Reference
 在职证明书
Yes 有 No 否

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Skills技能 Please tick in the appropriate boxes 请于适当方格内作　（(）

	□  Software Applications ( Please specify )
    电脑软件应用　（请注明）_______________________________________________________________________________________________
□　Driving License   Expiry Date　　　　　　　　　　　　　　　　First Aid / Life Saving Certificate   Expiry Date
    驾驶执照　　　　有效期至　____________________________　  急救　／　救生证书　　　　　　有效期至　_____________________
· Others ( Please specify )
其它　（　请注明　）___________________________________________________________________________________________________



	General Information – 一般数据
Please tick in the appropriate boxes 请于适当方格内作　（(）
	Yes
是
	No
否
	If yes, please give details
如是者，请详细说明

	Have you ever been employed by our hotel / sister hotels ?
是否曾受雇于本酒店或姊妹酒店？
	
	
	Organization
机构　＿＿＿＿＿＿＿＿＿＿＿＿

	Do you have any relatives or friends employed by our hotel / sister hotels ?
是否有任何亲友受雇于本酒店或姊妹酒店？
	
	
	Name
姓名　＿＿＿＿＿＿＿＿＿＿＿＿
Organization
机构　＿＿＿＿＿＿＿＿＿＿＿＿
Relationship
关系　＿＿＿＿＿＿＿＿＿＿＿＿

	If hired, do you have a reliable means of transportation to get to work?
如果受雇用,有可靠的交通工具上班吗?
	
	
	

	Are you now in pregnant, confinement or lactation period?
是否正在怀孕期、产期或哺乳期?
	
	
	

	Do you have any matters not yet cleared with your former employer?
是否与前用人单位有未尽法律事宜?
	
	
	

	Have you ever signed any confidential agreement with your former employer? 
是否与前用人单位约定保密协议或竞业禁止条款?
	
	
	

	Have you been convicted of a crime?
是否有犯罪纪录?
	
	
	

	Have you ever been discharged or asked to resign from the position?
是否有被解雇或被要求自动辞职的纪录?
	
	
	


Declaration 宣言
All statements completed by me in the Employment Application Form are true and correct.  A false statement of dishonesty to any questions may be grounds for my immediate discharge from employment with the Hotel.  I also authorize any investigation of the above information for purpose of verification.
有关本人在职位申请表上所填写情况均真实正确。如有不实虚报的，自愿接受立即解雇之处分。本人并授权酒店调查上述资料之真实准确程度。
Applicant’s Signature　　　　　　　　　　　　　　　　　　　　　　　　　　　　Date
申请人签署　_________________________________________________________    日期　______________________________________________
The above information only serves the purpose of recruitment.  All application form will only be used for consideration of your application for the related position within this Hotel only.  The information will be destroyed within six months after the position applied is filled up.  In case of being employed by the hotel, the information collected will be kept confidential in the employee personal record for human resources management functions.
本公司所收到的职位申请表, 只供本酒店作招聘用途。以上数据将于六个月后销毁。如您被录用， 以上数据将被视为绝对机密并保存于员工个人档案内， 以供人力资源管理之用。                         HR-01
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