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	APPLICATION FOR EMPLOYMENT
	Recent

Passport-size

Photograph

	STRICTLY PRIVATE & CONFIDENTIAL
	


	
POSITION APPLIED FOR 
	
	LOCATION
	

	PERSONAL PARTICULARS
	Full Name (as per NRIC) :
	

	
	Present/Correspondence Address :
	Telephone No
:

Handphone No
:

	
	Permanent Address :
	Telephone No
:

	
	NRIC No :
	Place of Issue :
	Age :

	
	Sex : 
	Marital Status :
	Height/Weight :

	
	Date of Birth :
	Place of Birth :
	Nationality :

	
	Race :
	Religion :
	I/Tax File No :

	
	EPF No :
	SOCSO No :
	Bank Acct. No :


	FAMILY PARTICULARS
	
	Name
	Age
	Occupation
	Name of School/Office

	
	1
	
	
	
	

	
	2
	
	
	
	

	
	3
	
	
	
	

	
	4
	
	
	
	

	
	5
	
	
	
	

	
	Married – Particulars of  Spouse and Children .        Not Married – Particulars of Parents, Brothers and Sister.


	EDUCATION
	Year
	School/College/University 

(Photocopies of certificates are to be enclosed)


	Highest Obtained 

	
	From
	To
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	COURSE PURSUED
	Period
	Institution/College/University
	Name of Course

	
	From
	To
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	LANGUAGES
	Languages Dialect
	Written
	Read
	Spoken

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	SKILLS
	Professional :
	

	
	Computer :
	

	
	Others :
	


	MEMBERSHIP
	Name of Professional Bodies
	Membership No.
	Membership Due Date
	Category of Membership

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	PRESENT EMPLOYMENT 
	From
	To
	Name of Company
	Position Held
	Last Drawn

Basic Salary

	
	
	
	
	
	

	
	Fringe Benefits / Benefit In-Kind / Allowances Provided
	Bonus :

	
	
	Allowances (please specify - type of allowances and amount) :

	
	
	Others :

	
	Salary Expected for this Application : RM

	
	How soon will you be able to take up a new appointment? (Notice period required)



	
	Reason For Leaving


	PAST EMPLOYMENT 
	From
	To
	Name of Company
	Position Held
	Last Drawn

Salary
	Reason For 

Leaving

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	REFERENCES
	1
	Name (Mr/Ms/Mdm)
	Address :


	Occupation :

	
	
	
	Tel No. :
	Period Known :



	
	2
	Name (Mr/Ms/Mdm)
	Address :


	Occupation :

	
	
	
	Tel No. :
	Period Known :




	EMERGENCY CONTACT PERSON
	
	Name
	Relationship
	Address
	Telephone No.

	
	1
	
	
	
	

	
	2


	
	
	
	


	OTHER RELEVENT INFORMATIONS (Have you (If Yes, give details)
	1.
	Any physical disability or handicap?

Yes/No

	
	2.
	Suffered from any major/long illness and/or drug additions?

Yes/No

	
	3.
	Ever been hospitalised?

Yes/No

	
	4.
	Ever held any responsible position in a club, trade union or associations?

Yes/No

	
	5.
	Any friends or relatives working in this company or its subsidiaries?

Yes/No

	
	6.
	Ever applied to this company or any of its subsidiaries?

Yes/No

	
	7.
	Ever been a bankrupt?

Yes/No

	
	8.
	Ever been convicted of a criminal offence?

Yes/No

	
	9.
	Been appointed/engaged as a director of any private or public limited company or partner in any partnership?

Yes/No

	
	10
	Do you hold a valid driving licence?

Yes/No

Licence No :
Class :

	
	11
	Do you own a vehicle?

Yes/No
Car/Motorcycle *

Vehicle Registration No :


	DECLARATION

	I hereby declare that the information provided in this application is to the best of my knowledge true and accurate. I understand that any falsification or misrepresentation herein may be grounds for my immediate termination in the event that I am employed by the Company.
	Signature / Date


	INTERVIEW ASSESSMENT FORM

	Name
	
	Post Applied
	


	APPEARANCE
	· Unpleasant

· Sloppy

· Unkept

· Untidy
	· Acceptable

· Neat and tidy
	· Smart attired

· Well-groomed

· Enthusiastic

· Confident

	COMMUNICATION
	· Unable to express

· Indistinct speech

· Dwells on non-essentials
	· Not so fluent but still capable to express
	· Speaks exceptionally well

· Convincing

· Pleasant tone & voice

· Participative

	WORK EXPERIENCE
	· Inexperience

· Irrelevant experience
	· Average

· Acceptable
	· Good Exposure

· Relevant experience

	MATURITY & INTELLIGENCE
	· Immature

· Indecisive

· Self-centered
	· Average
	· Rational & sound judgement

· Logical

· Unassuming

	INTERPERSONAL SKILLS
	· Timid

· Arrogant

· Argumentative

· Defensive
	· Average
	· Courteous

· Assertive

· Sociable

· Diplomatic

	COMMENT FROM PANEL

	Panel 1


	Panel 2

	Name
	
	Name
	


	DECISION ON INTERVIEW SESSION

	Practical Skill
	Poor
	
	Average
	
	Good
	
	Date
	

	Recommendations
	Reject
	
	KIV
	
	2nd Interview
	
	Offer
	

	Recommend for other position
	Position
	
	Interviewer
	

	Practical Skill
	Poor
	
	Average
	
	Good
	
	Date
	

	Recommendations
	Reject
	
	KIV
	
	2nd Interview
	
	Offer
	

	Written Test Marks
	IQ
	
	Personality
	
	Interview
	
	Total
	


	DECISION ON RECRUITMENT

	Position
	
	Commencement Date
	

	Probation Period
	
	Department
	

	Salary on Commencement
	
	Probation Period
	

	Salary upon Confirmation
	
	Status of Position
	

	Allowance (If Any)
	
	Others
	

	Confirmation by Interviewer

Initial / Name / Date
	
	Approval by HOD

Initial / Name / Date
	

	Approval by HR Department

Initial / Name / Date
	
	Approval by CEO / GCEO

Initial / Name / Date
	


MSD GROUP OF COMPANIES


No 13, Jalan Puteri 5/20, Bandar Puteri,


47100 Puchong ,Selangor D.E


Tel: 03-80682300    Fax: 03-80682400


� HYPERLINK "http://www.msd.net.my" �www.msd.net.my� / � HYPERLINK "mailto:jobs@msd.net.my" �jobs@msd.net.my�
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