
 
 
 
 

CLERICAL  APPLICATION 
 

 

Today’s Date: ___________________________ 
 

Name: _________________________________________________ 

 
Address: ________________________________________________ 

 
City:    ____________________________   Postal Code: _____________________ 

 
Nearest Major Intersection: __________________________________ 

 

Phone : (H)  __________________________  (Cell) _________________________  
 

E-mail: ________________________________________________ 
 

S.I.N: ____________________________________   Are you legally entitled to work in Canada?   No / Yes  

 
         Yes with a work visa: expiry date ________  

 
Days willing to work:  S M T W T F S 

 

Shifts willing to work: days afternoons nights 
 

Have a car?: Yes / No 
 

Willing to work in:  Mississauga Brampton Etobicoke 
 

Indicate work preferences: short-term temp / temp to hire  part-time / full-time  

 
Type of position seeking: 

****Min salary accepted  __________      

 
Circle work experience in any of the following areas: 

Industry Background 

Admin Assistant   Admin Clerk  Customer Service  Reception  Data Entry      

Accounting 

Clerk   A/P Clerk  A/R Clerk  
Transportation 

Clerk  
Shipping/

Receiving       

I.T.   Accountant   Sales / Marketing   Dispatcher  
Other  

__________      

Accounting Banking / Finance Legal Insurance 
Human  

Resources 
Engineering 

Medical  Sales/Marketing I.T.  Real Estate Distribution Warehousing 

Logistics Transportation   - Local/US/ Air/Ocean/Rail Other ____________ 
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Data Entry 

 

Administrative / Reception / Customer Service 

Accounting 

Alpha Entry  □ Standard Keyboard  □ Conversions  □ MSOffice  □ 

Numeric Entry  □ Reverse Keyboard  □ Verifying  □ AS400  □ 

Years of Exper.  ________  Other Equipment & Software: _______________________ 

Transcription □ Statistical □ Forms  □ Correspondence  □ 

Reports □ Filing □ Reception  □ Switchboard  □ 

Typing  ______ wpm Shorthand _________wpm # of Calls / day __________ # incoming lines ________ 

Customer Service □ Call-Centre □ 

Telephone System 

 
# of extensions    

_____________________ 

 
________ 

V-lookups □ Spreadsheets □ Charts / Graphs □ Telemarketing □ 

Website maintenance □ Desktop Publishing □ Software & yrs experience: ___________________ 

Accts Payable □ Accts Receivable □ Hourly Payroll  □ Salaried Payroll □ 

General Ledger □ Acct Reconciliation □ Bank Payroll  □ Bank Reconciliation  □ 

Trial Balance □ Fin. Stmt Prep □ Full Set of Books□   

Software 

_______________ 
 # yrs experience:  ______   

How did you hear about HELPFAST? 

 
 

www.helpfastworks.com □ 

HSRDC  □ 
Facebook □ 

Workopolis □ 

Craigslist □ 
Local online classifieds □ 
Ministry employment □ 
Christ union □ 

Kijiji □ 
Local newspaper □ 
Toronto Sun □ 
In Christ Alone Min. □ 

 

Referral by □ 
 

_________________ 

 
Other  □ 
______________ 

EXPERIENCE:  

(check fields in which you have experience) 
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EMPLOYMENT HISTORY (must be completed) 
MOST RECENT POSITION  

(may we contact your current employer?   YES  / NO ) 

2nd LAST POSITION 

3rd LAST POSITION 

Have you ever been convicted for a criminal offence for which a pardon has not been granted? _______________ 
(If yes please explain) ________________________________________________________________________________ 

__________________________________________________________________________________________________ 

 
I verify that the information given is true, and do hereby authorize my former employers to release any and all 

information pertaining to my performance and ability, with reference to my position while in their employ, acting as their 
agent, under contract to them or acting as their representative, to HELPFAST PERSONNEL INC.  

 

 
Applicant Signature:_________________________________________________________________________________ 

Dates Employed From: __________ To: __________ 

Company Name:     

Address:     

Tel Number:     

Supervisor:     

Duties:     

Salary:     

**Reason for Leaving:     

    

Dates Employed From: __________ To: __________ 

Company Name:     

Address:     

Tel Number:     

Supervisor:     

Duties:     

Salary:     

**Reason for Leaving:     

    

Dates Employed From: __________ To: __________ 

Company Name:     

Address:     

Tel Number:     

Supervisor:     

Duties:     

Salary:     

**Reason for Leaving:     
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PROFESSIONAL REFERENCES FOR:       
Provide 3 references for whom you worked in Canada.   
(Must be supervisors/managers/direct reports, NO RELATIVES)  

Name:   

Company:   

Job Title:   

    Address:   

City:   

Work ph #: (              ) 

Email:   

  Relationship to applicant:   For how long?   

Name:   

Company:   

Job Title:   

    Address:   

City:   

Work ph #: (            ) 

Email:   

  Relationship to applicant:   For how long?   

Name:   

Company:   

Job Title:   

    Address:   

City:   

Work ph #: (            ) 

Email:   

  Relationship to applicant:   For how long?   
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REQUEST FOR INFORMATION PERTAINING TO PREVIOUS EMPLOYMENT 

Date: ______________ 

Information requested on ________________________________ 

 

The above listed individual has applied for employment at: 

HELPFAST PERSONNEL INC.  
5920 Atlantic Drive 
Mississauga, ON L4W 1N6 
[t] 905-625-2200 [f] 905-625-9949 
 
 
APPLICANT CONSENT: 
 
I hereby authorize you, my previous employer to release any and all information pertaining to my 

performance and ability, with reference to my position while in  your employ, acting as your agent, 

under contract to you or acting as your representative, to HELPFAST PERSONNEL INC.  

 

 

________________________________ 

Signature of Prospective Employee 

 

 

________________________________ 
Printed Name 
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INTERVIEWER’S NOTES & TEST SCORES 
 

          

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

      __________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

  

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

   

TEST TRUE SCORE POINTS 

   

   

   

   

   

   

For Helpfast use only 

1<60, 2<70, 3<80, 4<90, 5<100 
1 –BA, 2—Avg, 3—Gd, 4—VGd, 5—Exc 


