INTERNAL POSITION APPLICATION

Name __________________________Office Phone__________________ Date ____________________
Position Applying for: ________________________ Current Position: ___________________________
Date of Hire: ___________________________ Time in Current Position: __________________
INSTRUCTIONS: Please answer each of the following, attach an additional sheet if necessary. In addition to
the questions, please submit a current resume.
Then provide your current supervisor with the Supervisor Reference Form. They will need to complete it and
turn it into the HR office. Your application will not be processed without a supervisor reference form.
1. Tell us why you are interested in a job change at this time and what your interest is in this particular
position.

2. How would the skills and abilities you have so far acquired make it possible for you to perform
successfully in this position in which you are applying for?

3. Tell us about the jobs you have had since joining this company. Be sure to describe how the jobs you
have had so far helped to prepare you for the job you are now applying for.

4. Describe any courses, degrees or training that you have received that have helped to prepare you for the
job you are seeking.

5. Please feel free to provide any other information that you think is important for this position.

CURRENT SUPERVISOR REFERENCE FORM
INSTRUCTIONS: Please give this form to your current supervisor to complete. They will return it to the HR
office.
________________________________
Employee Signature

_______________
Date

SUPERVISOR: The employee whose signature appears above has applied for a different position at UMCHS.
Please sign their application form and provide information regarding their current job performance.
1. Please discuss the strengths of this applicant in their current role as well as any areas where they might
benefit from support or in which they need to improve.

2. Please discuss how the strengths of this applicant will allow them to succeed in the position that they are
applying for.

Form completed by: ________________________________________________
Print Name
Title
Signature___________________________________________Date_____________________
All information you provide will be kept in confidence. Thank you.

