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TOWN OF CHARLOTTE COURT HOUSE

350 GEORGE WASHINGTON HIGHWAY

P.O. BOX 246

CHARLOTTE COURT HOUSE, VA. 23923

(434) 542-5781

Employment Application

Position Applying For: _______________________________


Date: ____ /   /
1. Applicant Information

Full Name: ___________________________________________

Mailing Address: ______________________________________
City/State/ZIP: __________________________________________

Phone: ___________________ Email: ___________________

Preferred Contact Method: ☐ Phone ☐ Email

2. Employment Eligibility

Are you legally authorized to work in the United States? ☐ Yes ☐ No

Are you at least 18 years of age? ☐ Yes ☐ No

Have you ever been employed by the Town of Charlotte Court House? ☐ Yes ☐ No

· If yes, when and in what position? _____________________________

3. Position & Availability

Position applied for: _________________________________________

Available start date: ____ / ____ / ______

Desired schedule (days/times, if applicable): _____________________

4. Education

High School: __________________________ City/State: ______________
Diploma/GED? ☐ Yes ☐ No Year completed: __________

College/Technical/Other:
School: ___________________________ Degree/Program: _______________
City/State: ____________________ Completed? ☐ Yes ☐ No Year: ______

(You can add a second line for additional schools if needed.)

5. Work Experience

List your most recent employment first. You can attach a résumé instead of completing this section, but please ensure all requested information is included.
Employer #1
Employer Name: __________________________________________

Job Title: _______________________________________________

Address: ________________________________________________

Supervisor: ____________________ Phone: __________________

Dates Employed: From ____ / ____ / ______ to ____ / ____ / ______

Hours per week: __________

Responsibilities:





Reason for Leaving: ____________________________________________________

May we contact this employer for a reference? ☐ Yes ☐ No

Employer #2
Employer Name: __________________________________________

Job Title: _______________________________________________

Address: ________________________________________________

Supervisor: ____________________ Phone: __________________

Dates Employed: From ____ / ____ / ______ to ____ / ____ / ______

Hours per week: __________

Responsibilities:





Reason for Leaving: ____________________________________________________

May we contact this employer for a reference? ☐ Yes ☐ No

Employer #3
Employer Name: __________________________________________

Job Title: _______________________________________________

Address: ________________________________________________

Supervisor: ____________________ Phone: __________________

Dates Employed: From ____ / ____ / ______ to ____ / ____ / ______

Hours per week: __________

Responsibilities:





Reason for Leaving: ____________________________________________________

May we contact this employer for a reference? ☐ Yes ☐ No

6. Skills & Qualifications

Relevant skills (check all that apply):
☐ Customer service (in person/phone)
☐ Cash handling / payment processing
☐ Bookkeeping / basic accounting
☐ Microsoft Word / Excel / Outlook
☐ Office filing and records management
☐ Experience with municipal or utility billing (e.g., Southern Software)
Other relevant skills or certifications:



7. References

List at least three people (not relatives) who can speak to your work experience or character.
1. Name: ________________________ Relationship: _______________
Phone: ________________________ Email: _____________________

2. Name: ________________________ Relationship: _______________
Phone: ________________________ Email: 
3. Name: ________________________ Relationship: _______________
Phone: ________________________ Email: _____________________

8. Additional Information

Please use the space below to briefly explain why you are interested in working for the Town of Charlotte Court House and highlight any experience relevant to this position:





9. Applicant Certification and Signature

I certify that the information provided in this application is true and complete to the best of my knowledge. I understand that any false or misleading information may result in disqualification from consideration or termination of employment if hired. I authorize the Town of Charlotte Court House to contact the references and previous employers listed above for employment verification and reference checks.

Applicant Signature: _______________________________ Date: ____ / ____ / ______

Printed Name: _____________________________________



MAYOR: 


David C. Watkins, Jr.











TOWN MANAGER:  


Tammy L. Wiley














COUNCIL:


Debra P. Andrews, Vice-Mayor


Brette Arbogast


Nemiah Braxton


Brenda D. Haskins


Laurie Michaelson


Terrill W. Ramsey
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The Town of Charlotte Court House is an Equal Opportunity Employer

