
Employment Application We are an equal opportunity employer, dedicated to a 
policy of non-discrimination in employment on any basis 
including, race, color, age, religion or national origin.

PERSONAL INFORMATION
Date_________________                                                                                         Social Security No. ___________-________-____________
Name

Last First Middle
Present Address

Permanent Address

Daytime phone number (9am - 5pm)___________________________ Evening phone number (after 5pm)____________________________

Referred By:

EMPLOYMENT DESIRED

Position:_____________________ Date Available:_____________________ Desired Wage:___________________
Desired No. Of Hours:__________

Specify desired shift (Check One): □  Morning (anytime between 6:00 & 11:00 a.m. ) □  Day (anytime between (8:00 a.m. & 6:00 p.m.)
(Or indicate availability) □  Evening (anytime between 3:00 & 11:00 p.m.) □ Night (anytime between 11:00 p.m. & 7:00 a.m.)

Have you ever applied with this company before?_____________ If so, When? ___________________________________
If hired, would you have transportation to/from work? (Circle one) YES or NO
Are you employed now? (Circle one)  YES   or   NO        If yes,  may we contact your current employer? (Circle one)   YES   or   NO

EDUCATION

Name and Location of School
Last Year 
Completed

Did You
Graduate? Subjects Studied and Degree(s) Received

Grammar School

High School

College

Trade, Business or 
Correspondence School

Subjects of Special Study or Research / Activities other than religious (Civic, Athletic, etc.  EXCLUDE ORGANIZATIONS THE NAME OR CHARACTER OF 
WHICH INDICATES THE RACE, AGE, SEX, OR COLOR OF THE APPLICANT.) 

Have you ever been convicted of a felony?  (Circle one)   YES    or    NO
If YES please explain: (You may write on a separate sheet if necessary.)

Note: No applicant will be denied employment solely on the grounds of conviction of a criminal offense. The date of the offense, the nature of the offense,  
including any significant details that affect the description of the event, and the surrounding circumstances and the relevance of the offense to the position(s)  
applied for may, however, be considered.
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FORMER EMPLOYERS
List below last four employers, starting with the most recent.  Please complete this section even if you are attaching your resume.
     Date
Month//Year         Name and Address of Employer         Supervisor       Phone Number               Salary                 Position             Reason For Leaving

From::_________

To:___________

From:_________

To:___________

From:_________

To:___________

From:_________

To:___________

REFERENCES:    Give Below the Names of Three Persons Not Related To You, Whom You Have Known At Least One Year.

Name Address Phone Number Business
Years Acquainted

PHYSICAL RECORD
Do you have any physical condition, which may limit your ability to perform the job applied for?  This question is voluntary, and any answers will be 
kept confidential.

In Case of emergency notify: Phone#

I, _____________________________________________________________authorize investigation of all statements contained in this application.  I 
understand that misrepresentation or omission of facts called for is cause for dismissal.  Further, I understand and agree that my employment is for no 
definite period and may, regardless of the date of payment of my wages and salary, be terminated at any time without previous notice.

Date Signature
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Customer Service Representative
Responsibilities, Qualifications and Educational Requirements

RESPONSIBILITIES

 To serve CMS clients by answering phone calls; taking complete recorded and typewritten messages; processing 
information requests and orders; and relaying verbal information.

 To handle all callers with professionalism and courtesy in accordance with CMS Call Handling Guidelines.
 To develop a working knowledge of products and services offered by CMS clients.
 To meet or exceed performance goals set forth by management.
 To follow the rules, regulations and policies set forth in the Employee Training Manual, Employee Handbook, and 

any supplemental documents issued by management.
 To complete, at the request of management, any task or temporary assignment related to CMS business services.

QUALIFICATIONS AND EDUCATIONAL REQUIREMENTS

 High School Diploma or equivalent REQUIRED
 Typing skills of 40 wpm
 1-2 years customer service experience preferred 
 Excellent interpersonal, verbal and written communication skills 
 Strong basic computer skills
 Ability to  multi-task
 Ability to make sound decisions under pressure 
 Ability to deal with difficult situations and people
 Ability to work well in both a team environment and independently
 A strong attention to detail 

CULTURE

 Job is an office environment and requires primarily sitting at a desk for extended periods, communicating verbally 
with customers on the telephone and entering data via a computer terminal.

 Call volume:  Varies from moderate to heavy
 Stress level:  Low to moderate

I, ___________________________________, have no physical or mental condition that 
   (PRINT NAME)
would prevent me from performing effectively as a customer service representative.

_______________________________________ _______________________
Applicant Signature Date



CMS Attendance Contract

At Corporate Message Services, Inc. operators MUST be here when the CLIENTS need service.  This is NOT a flex-hours job. 
Employees who are tardy or absent inconvenience their co-workers who will have to stay late, arrive early or give up personal time 
to cover for absent or tardy employees. They also put the business at risk because understaffing causes poor customer service. 

Excessive absenteeism (absent more than 3% of days scheduled) may result in disciplinary action up to and including termination. 
Other disciplinary action may include reduction of employee’s scheduled hours or suspension. (The above reference to absent 
time does not include vacations and holidays.)

If an employee cannot report to work due to illness or personal emergencies, he/she is to contact a member of management in 
person at least four hours prior to his/her starting time. Failure to do so will result in disciplinary action. Further, employees are 
responsible for finding a co-worker of equal skill level to work their shift. No overtime will be paid for a person substituting another’s 
shift. The replacement is subject to approval by management. 

Additionally, if an employee is absent without proper notification to management, the absence will be treated as a voluntary 
resignation.

Weekends/Holidays

Every employee at Corporate Message Services, Inc. is expected to work either Saturday or Sunday on a regular basis. An 
employee who stays at Corporate Message Services, Inc. for 10 years and is promoted to responsibilities far above the “operator” 
position will still be required to work some of the Saturday or Sunday shifts. 

Every operator is also required to work on at least 3 major holidays every year and will receive extra pay for working those 
holidays.  Corporate Message Services, Inc. will make every effort to schedule operators for only 4 to 6 hours per holiday, and for a 
shift that is least disruptive to personal plans, but we cannot guarantee anyone the shift of her/his preference. No operator may 
take both Thanksgiving and Christmas off. An operator who needs time off for religious reasons may specify only one religion. 

Training Period

A trainee who is absent or tardy during the first four weeks of employment will be terminated, except when here is positive proof of 
mitigating circumstances such as a death in the immediate family or an illness far too disabling to allow the operator to work. 
Mitigating circumstances will be considered on a case by case basis and only if the employee has followed all attendance 
guidelines and reports to management as outlined above.

Final wages for any trainee terminated during the training period will be paid at the current Federal Minimum Wage rate.

By signing below, I ________________________________ acknowledge that I have read and understood these policies and that 
compliance with these policies is a condition of employment with Corporate Message Services, Inc. Additionally, I understand that 
any change in my life or circumstances will not be a reason for Corporate Message Services, Inc. to change it’s policies. 

Name:________________________________________     Date:___________________________
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