
AMERICAN RED CROSS 

Of Greater Los Angeles 
 

 

 

TO:  ALL STAFF    SUBJECT:  GUIDELINES FOR 

JOB VACANCY 

 

FROM: HUMAN RESOURCES 

 

 

In order to keep accurate records and maintain a consistent flow of employees applying for a position  

through our job posting system, the following guidelines have been established: 

 

When an employee reviews the Job Vacancy Bulletin and decides to apply for a position, they 

must: 

1. Complete Section A of the “Application for Position Vacancy.”  (see attached) 

 

2. Have supervisor complete section B, sign, and return the form to applicant.  This gives 

employee and supervisor an opportunity to discuss present job performance, thereby 

eliminating element of surprise. 

 

3. Employee forwards completed application signed by both employee and supervisor to 

the Office of Human Resources along with a current resume (if applicable). 

 

Human Resources Department will coordinate the interviews as applicable. 

 

Applicants will continue to be notified of the status of their application by a letter to their home.  

Supervisors will be notified of the employee’s status by the Human Resources Associate. 

 

Employees must be in their current position for a minimum of one (1) year or be released prior to one 

year by the Department Head before applying for a posted position. 

 

Should you need further information, please feel free to contact Human Resources. 

 

 

 

 

 

 

 

 

 
humanresources\forms\applicationforjobvacancy 

 

 

 

 

 

 

 



AMERICAN RED CROSS    APPLICATION FOR POSITION VACANCY 

 

 

INSTRUCTIONS:  Applicant completes Section A.  Supervisor completes Section B.  (After applicant sends 

form to supervisor, it must be returned to applicant for signature and further comments).  Forward form with a 

current resume attached to Human Resources. 

 

SECTION A (To be completed by applicant): 

 

NAME 

 

 

 OFFICE ADDRESS OFFICE TELEPHONE 

 

PRESENT TITLE 

 

 

PRESENT DEPARTMENT POSITION APPLYING FOR 

 

 

Briefly state reasons you feel you qualify for position: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

SECTION B (To be completed by supervisor):  

 

Briefly describe applicant’s work experience that would relate to the specific position for which he or she is 

applying.  Refer to Work Performance Appraisals.  Return form to applicant for information and further 

comments.  Work-related behaviors should also be noted as they have significant impact on performance. 

 

 

 

 

 

 

 

     

Supervisor’s Signature   Title        Date 

 

Additional comment by applicant.  (Applicant may agree or disagree with supervisor’s comments, giving 

reasons therefore, or may simply indicate that comments are noted). 

 

 

 

 

 

 

 

 

(To be read by applicant before signing): 

 

I authorize the office that retains my file to submit copies of my training record and Work Performance 

Appraisals or other related evaluative material contained in my file to the appropriate reviewing officials. 

 

   

Applicant’s Signature                                  Date 

 

 

SECTION C (To be completed by department) 

 

     

Service or Office            Date of Application Received  Interview Held 

 

If interview not held, briefly state reasons: 

 

 

 

 

 

 

 

 

     

Signature    Title          Date 

 


