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This procedure starts after you have secured the client 
and the client (company) is ready to retain your services. 
 
 
1.  Get 50% down payment for service 
 
2.  Schedule meeting with business owners and office manager (same call) 
 
3.  Have the client email you handwriting samples of the current owners, 
manager, and all past employees (good and bad) who have held the position. 
 
4.  Host a meeting and take detailed notes on the business culture and work 
environment.  You will use this information to write an attractive ad to attract 
lots of candidates.   Get top 3 REQUIRED personality traits and extract all 
responsibilities (hats), which the new employee will need to possess.   
 
Ask exactly where the mistakes could occur and establish which traits and 
skill set will be optional and required.  
 

If you fail to ask the right questions during 
this part of the process, you will fail to locate the best employee for the 
company.  You must interview the supervisor of the person to be hired 
and you must interview the supervisor’s “boss” or “company owner” to 
understand whether or not the supervisor will be working their longer than the 
new employee.  You must find out who has the real power in the company 
and this is not a question you can directly ask.  
 
5.  Write a compelling attractive ad.  1-3 pages.   (Use the company website 
and owner’s personality to help write a compelling ad.)  
 
6.  Get the DRAFT 1 of the attractive ad proofed by a professional editor. 
 
7.  Email ad and get feedback from client before you run it. 
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8.  Get a new yahoo or gmail account so that all submissions will only go to 
this email and give the login and recovery information to the client.  (They 
should have full access to all the applications and be able to check the email 
during and after the project is complete.)  
 
Make new folders called 
“Rejected - did not follow directions” 
“Rejected - not qualified” 
“Rejected - personality issues” 
“Possible Hire - In Progress” 
“Possible Hire - Schedule for Interview” 
“Undecided - Need Client Feedback” 
“Printed - To Sort & Review” 
“Misc Email Admin Stuff” 
 
 
9.  Design a customized “Written Application” based from the Written 
Application Template. Include the new yahoo email address in the ad for 
submissions.  
 

Decide the submission process and reduce the “hoops” to be 
equivalent to the technical skills required for the job.  Example.  If the 
job does not require scanning and modern office / internet skills, then 
be flexible about how to person delivers the handwritten application.  
Allow snail mail if the job is not highly technical in nature. If the job 
requires mastery of Adobe PDF / scanning, then require submission by 
email only.  

 
10.  Get the customized “Written Application” approved by the Client. 
 
11.   Put up landing page website where they can read more about the job 
and download the application.  Do not put a phone number or physical 
address on this domain.  Use a domain that is different than the client’s 
domain so they do not get direct calls.  If “research ability” and “google 
experience” is not required, you can provide biographies or company overview 
on this page so that the person can read about the company and use that 
information in the essay portion of the job application.  Buy domain, install 
domain, or use current domain that has nothing on it which could be offensive 
or reflect poorly on the company.  www.writtenjobapplications.com example.  
 
12.  Test the email and respond to confirm email is working.  
 
13.  Review the application and ad to confirm email and URL links are all 
correct and working. 
 
14.  Decide which website the “job ad” will run.  In the USA, it will be Craig’s 
list or Monster.com  
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15.  Run ad, pay for ad.  Use sites such as Indeed.com, Craigslist.org, etc. 
 
16.  Monitor yahoo email box each day and respond, sort, and put best 
applications into correct Folder.  
 

You must respond to each submission so that they know you received 
their application and never communicate a rejection via the email.  If 
you fail to communicate, the candidate will pester you or the company 
directly for confirmation.  

 
17.  When you have at new qualified candidate in the “Possible Hire - 
Schedule For Interview”, forward that application to the CLIENT and 
recommend an interview. Do this daily.  Do Not include any notes in the email.  
Add notes verbally with the client in one scheduled appointment.  
 
18. When you have at least two qualified candidates in the “Possible Hire - 
Schedule For Interview”, schedule a telephone “Candidate Review” so you 
can explain the “pros” and “cons” of the personality, based on handwriting, 
and the skills and talents of each candidate.  Be honest.  Do NOT put 
extremely negative comments or opinions in writing… this can be a legal 
issue to protect you and the company.  
 
19.  Follow up to see if they have offered anyone the job and who.   
 
20  Once the job is filled, collect the balance of your fee. 
 
21.   Stop running all the advertisements.  
 
22.    Inform the candidates that the company has made a hiring decision and 
you will keep their resume on file for future job openings.   
 
23.   Change the webpage to “JOB OPENING FILLED”  No more applications 
accepted at this time. 
 
24.   Email the client a final invoice mark “Paid” and include the user names 
and passwords so they have full access to the candidates and resumes inside 
their yahoo account. 
 
25.   Write a handwritten thank you note to the client and ask them if they 
know any other business owners / HR directors who they would care to refer 
your services too.  
 
26.  Follow up in 30 days to confirm the CLIENT is happy with the new 
employee.  If not, offer to run the ad again at a discounted fee or free of 
charge.  
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(To be used as research only for the presentation at the Montaage National Sales Meeting - March 2000)

Please complete this short questionnaire with a ball point pen in your own handwriting.  Do not type.  All
answers will remain confidential and no names will be used without your permission.   Please feel free to
elaborate and go into more detail on any question.  Your input is very valuable in the process of customiz-
ing this lecture for you and your coworkers.

Your Name: _________________________________

Your Title:  __________________________________

In your own words, what is your favorite aspect of your job?
(What would you tell someone who was considering doing what you do for a living?)

What feeling does this aspect give you? Why?

Bart Baggett’s

Home Furnishings Consultant’s

Success Survey

Page 1

Continued...
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In absolute privacy, please write one paragraph on why you believe that you outperform other people in
your job category?  Please be specific as I am trying to figure out why some people excel and other fail
to perform.  This is not the time to be humble, I will not show this response to anyone.

Please RANK the following personality traits based on how important you perceive each trait is to your
job success or others in your job category.

Simply circle the appropriate ranking 1-10.

Other Important Traits not listed....

  Survey  Page 2

Persistence

Enthusiasm

Analytical Thinking

Logic and detached emotion

Compassion

Diplomacy

Company loyalty

Secretive

Blunt and very upfront

Attention to Detail

Ambitious

Listening skills

Optimistic

High Self Esteem

Honesty/ Integrity

10 = Essential • 7= Important • 4= It Helps • 1= Not Necessary

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1
10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1
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If you could pinpoint the key personality traits / issues that cause other people in your line of work to
underachieve, what would it be?

Choose your own words.....

Please use the chart below to pinpoint some other key personality traits / issues that cause other people in
your line of work to underachieve.  Please rank the personality traits/ issues on a scale of 1-10 that cause
people to fail or simply under-perform.  “10” means it is a most critcal element that causes them to fail.
“1” Indicates it really doesn’t effect their success or failure at all.

  Survey Page 3

Fear of Criticism (not being liked)

Fear of failing / low confidence

Procrastination

Fear of Success / Self-Sabatoge

Disorganized / poor time management

Lack of attention to detail

Defiant (doesn’t deal well with authority or rules)

Poor people skills (or poor ability to maintain rapport)

Too Gullible / too trusting

Overly self-critical

Overly critical of other people

Resentful

Lack of Initiative

Gets Bored Easily

Lack of Creativity

10 = Critical • 7= Important • 4= It Contributes • 1= No Affect

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

10   ----   9   ----  8   ----   7   ----   6   ----   5   ----   4   ----   3   ----   2   ----     1

If you could choose three of the above traits that have caused you or your co-workers the most challenges,
which ones would they be?  Can you give an work related example? (Use extra paper if needed.)
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Finally,  Please copy the following sentence in your best cursive handwriting and sign your name.

The purple people eater said to the pink elephant
“You and your silly monkey do not go home from the zoo”

Your signature.

**********End of Survey**********

Please fax all four pages of this survey to Bart Baggett fax # 305-946-8302

Please complete fax before noon on Friday  February 25, 2000

If you have any questions please call Bart at telephone # 214-651-8886. Please bring the originals of
this survey with you in case we decide to use any sample of your questionairre or your handwriting as
an overhead example.
(Only with your permission, of course. )









Wanted: JOB TITLE in CITY  in company genre 
 
You will work with _ description of the attractive team or topic. 
 
The hours are Monday – Friday between 8 am and 6 pm; you can pick your time 
within the range given, we are flexible.  30- 40 hours a week. 
 
(Use words like flexible, casual atmosphere, green friendly, etc. “attract them 
with a corporate culture of cool, hip, easy-going, fun. )  
 
Job Requirements:   

• Experience as an JOB TITLE,  
• ___________ and ________________ environment 
• Proven ______ thinker, well _________, ___________, ______________ 
• Must be a ___________, able to prioritize ________, ___________ 
• Proficient to Intermediate LIST SOFTWARE PROGRAMS OR SPECIAL SKILL SET  
• ___ physical labor beyond lifting paper for storage (if applicable)  

 
Are you looking for ??  hours per week in a fascinating office working with ______ 
issues, ___________, kind of clients, and genre of co-workers?  
 
We are a unique small fun-loving casual office having clients with sensitive and 
personal matters that require absolute professionalism.  We have a busy weekly 
case load of _______________ requiring  Action 1, Action 2, Action 3. Duties to 
include duty 1, duty 2, duty 3, duty 4. 
 
 
Pay is _________, starting at $_______with a raise after 6 months and then annually.  
Medical benefits available after ____ day of employment.  Paid holidays too. 
 
Use the following simple steps to apply.    
 
1. Download this PDF formatted application from our website: 
 
http://yourdomain.com/jobs/application2014.pdf 
 
2. Print out the application and fill out completely.  
 
3. Once you have completed the handwritten application, scan it and email to 
jobs@handwritingexperts.com in one single easy-to-open PDF file or fax to 310-
862-1614.  
 
Please no phone calls. Email or fax your application and questions.  Thank you. 
 
NOTICE NO PHONE NUMBER, ONLY WEBSITE. 



Wanted: Administrative Assistant/Case Manager in 
Sherman Oaks Forensic Office. 
      
You will work with two forensic document examiners and their clients. 
 
The hours are Monday – Friday between 8 am and 6 pm; you can pick your time 
within the range given, we are flexible.  30- 40 hours a week. 
 
Job Requirements:   

• Experience as an administrative assistant, deadline and detail oriented 
environment 

• Proven clear thinker, well organized, level headed, solution oriented 
• Must be a self-starter, able to prioritize tasks, efficient 
• Proficient to Intermediate MS Office (Word, Excel, & PowerPoint), Proficient 

Adobe Acrobat and Basic Photoshop. 
• No physical labor beyond lifting paper for storage 

 
Are you looking for 30-40 hours per week in a fascinating office working with 
legal issues, lawsuits, attorneys, and forensic document examiners?  
 
We are a unique small fun-loving casual office having clients with sensitive and 
personal matters that require absolute professionalism.  We have a busy weekly 
case load of legal documents requiring case setup, case tracking and client 
liaison. Duties to include speaking with clients, scanning and labeling documents, 
writing and proofreading letters, logging information and filing. 
 
Pay is hourly, starting at $13 with a raise after 6 months and then annually.  
Medical benefits available after 90 days of employment.  Paid holidays too. 
 
Use the following simple steps to apply.  
1. Download this PDF formatted application from our website: 
 
http://handwritingexperts.com/jobs/application2013.pdf 
 
2. Print out the application and fill out completely.  
 
3. Once you have completed the handwritten application, scan it and email to 
jobs@handwritingexperts.com in one single easy-to-open PDF file or fax to 310-
862-1614.  
 
Please no phone calls. Email or fax your application and questions.  Thank you. 
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Application for Employment 
Do not type this application, please use cursive or print-­script handwriting  

with a ball point pen. When complete, fax or scan/email to our office. 
 

Name _____________________________ 
 
Street Address:  ________________________________________________________ 
 
City, State, Zip Code: ___________________________________________________ 
 
Mobile Phone Number 
 
(________)___________________________________  Text Friendly ____Yes  ____No 
 
Are you eligible to work in the United States?  ____Yes ____ No 
What is your country of citizenship? ___________________________ 
 
If you are under age 18, do you have an employment/age certificate? 
 
___ Yes ___ No 
 
Have you been convicted of or pleaded no contest to a felony within the last 10 
years?  ____Yes ____ No  
If yes, please explain: 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
Positin/Availabilty: 
 
Position Applied For   ________________________________________ 
 
Days/Hours Available (Example:  Monday 10am -­ 7pm )  
Monday ___________ Tuesday___________ Wednesday ___________ 
Thursday___________ Friday ___________ Saturday ___________   
Sunday ___________ 
 
What date are you available to start work?  ____________________________ 
 
Is your resume attached?  ________ 
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Applicants Skills: 
Check those skills that you have.  List any other skills you have that may be useful for 
the position you are seeking.  Enter the number of years experience and circle the 
number which corresponds to your ability for each skill.   (One represents poor ability 
and five represents exceptional ability.) 
 
Skill Years Experience Ability Rating 
Microsoft Word  1        2        3        4        5 
Microsoft Excel  1        2        3        4        5 
Microsoft PowerPoint  1        2        3        4        5 
Adobe Acrobat  1        2        3        4        5 
Typing  1        2        3        4        5 
Filing  1        2        3        4        5 
Scanning  1        2        3        4        5 
Letter writing, editing  1        2        3        4        5 
Customer Service  1        2        3        4        5 
Emailing Attachments  1        2        3        4        5 
Faxing  1        2        3        4        5 
Mailing letters/packages  1        2        3        4        5 
 
EMPLOYMENT HISTORY:  Attach resume if you have one.  
Present Or Last Position: 
 
Employer: ___________________________________________________________ 
 
Employer's website: ___________________________________________________ 
 
Address, City, State: ___________________________________________________ 
 
Supervisor: ____________________________________________________ 
 
Phone: _______________________            Email: _______________________________________ 
 
Position Title: ______________________________     From: ______________ To: ______________ 
 
Responsibilities: ____________________________________________________________________ 
 
___________________________________________________________________________________ 
 
Salary / Wage: _______________ 
 
Reason for Leaving: ____________________________________________ 
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Previous Position: 
 
Employer: ___________________________________________________________ 
 
Employer's website: ___________________________________________________ 
 
Address, City, State: ___________________________________________________ 
 
Supervisor: ____________________________________________________ 
 
Phone: _______________________Email: ________________________________ 
 
Position Title: ______________________________     From: ______________ To: ______________ 
 
Responsibilities: ____________________________________________________________________ 
 
___________________________________________________________________________________ 
 
Salary / Wage: _______________ 
 
Reason for Leaving: ____________________________________________ 
 
Previous Position: 
 
Employer: ___________________________________________________________ 
 
Employer's website: ___________________________________________________ 
 
Address, City, State: ___________________________________________________ 
 
Supervisor: ____________________________________________________ 
 
Phone: _______________________Email: ________________________________ 
 
Position Title: ______________________________     From: ______________ To: ______________ 
 
Responsibilities: ____________________________________________________________________ 
 
___________________________________________________________________________________ 
 
Salary / Wage: _______________ 
 
Reason for Leaving: ____________________________________________ 
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May We Contact Your Present or Past Employer? 
 
Yes _____ No _____ 
 
Education and Training: 

 Name of 
School 

Course of Study Years 
Completed 

Diploma 
Degree 

High School     

Undergraduate 
College 

    

Graduate 
Professional 

    

Other (Specify)     

 
Other Training, Awards, Honors, Special Achievements: 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
References: 
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What is your best quality in the role of employee for a small company? 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
What is the one weakness, which a past employer would say you need to improve?  
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
We realize this might not be your dream job, but it might be a perfect fit for you right 

What do you really want? 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
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Why should we consider you for this position?  
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
 
Please provide any further information that you believe should be considered. 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
 
I certify that information contained in this application is true and complete. I 
understand that false information may be grounds for not hiring me or for immediate 
termination of employment at any point in the future if I am hired. I authorize the 
verification of any or all information listed above. 
 
Your Signature______________________________ Today's Date______________ 

 
 

Once you have completed the handwritten application, scan it and email to 
@ .com in one single easy-­to-­open PDF file or fax to  

To verify receipt email jobs@ .com 
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Application for First Interview 
Do not type this application, please use cursive or print-script handwriting  

with a blue ball point pen. When complete, please follow the instructions on the last 
page on how to get this application to our hiring team. 

 
Name _____________________________ 
 
Street Address:  ________________________________________________________ 
 
City, State, Zip Code: ___________________________________________________ 
 
Mobile Phone Number 
 
(________)___________________________________  Text Friendly ____Yes  ____No 
 
 
General Information: 
 
Position Applied For   ________________________________________ 
 
Days/Hours Available (Example:  Monday 10am - 7pm )  
Monday ___________ Tuesday___________ Wednesday ___________ 
Thursday___________ Friday ___________ Saturday ___________   
Sunday ___________ 
 
What date are you available to start work?  ____________________________ 
 
Are you eligible to work in the United States?  ____Yes ____ No 
What is your country of citizenship? ___________________________ 
 
If you are under age 18, do you have an employment/age certificate? 
 
___ Yes ___ No 
 
Have you been convicted of or pleaded no contest to a felony within the last 10 
years?  ____Yes ____ No                       If yes, please explain:  
 
 
 
________________________________________________________________________  
 
 



Coppell Veterinarian Hospital 
www.coppellvet.com                                                                                             coppellpetcare@yahoo.com    
 

Page 2 of Application 

What is your best quality in the role of employee for a small family owned company 
who cares for pets and supports pet lovers? 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
Are you currently a cigarette smoker ?  ____Yes ____ No  
 
 
Are you willing and able to lift pet food bags of up to 40 pounds on occasion as part 
of this job ?  ____Yes ____ No  
 
If you are working the front desk alone, how likely are you to spend time on Facebook 
or social media?  ____Very Likely ____ Occasionally ____ Never ____   Other ________  
 
Explain __________________________________ 
 
 
 
Education and Training: 

 Name of 
School 

Course of Study Years 
Completed 

Diploma 
Degree 

High School     

Undergraduate 
College 

    

Graduate 
Professional 

    

Other (Specify)     
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Applicants Skills & Self-Assessment: 
 
Give us an idea of how you assess yourself in the following skills or personality traits. We 
realize it is unlikely one person is a 5 at everything listed here or even has experience 
with these items.  In fact, don’t assume just because it is on the list that is part of the job 
requirements.  Wink. Just answer honestly and please don’t exaggerate. List any other 
skills you have that may be useful for the position.  Enter the number of years 
experience and circle the number which corresponds to your ability for each skill.   
(One represents poor ability and five represents exceptional ability.) 
 
Skill Years Experience Ability Rating 
Customer Service  1        2        3        4        5 
Receptionist Work  1        2        3        4        5 
Answering Phones  1        2        3        4        5 
  1        2        3        4        5 
Handling Payments  1        2        3        4        5 
Asking Clients for Payment  1        2        3        4        5 
Calculating Invoices  1        2        3        4        5 
Light Bookkeeping  1        2        3        4        5 
  1        2        3        4        5 
Pet Owner or Pet Caretaker  1        2        3        4        5 
  1        2        3        4        5 
Data entry into computer  1        2        3        4        5 
Attention to Details  1        2        3        4        5 
  1        2        3        4        5 
Punctuality  1        2        3        4        5 
Working Alone  1        2        3        4        5 
Working on a Team  1        2        3        4        5 
Typing  1        2        3        4        5 
Transcribing Dictation  1        2        3        4        5 
  1        2        3        4        5 
Helping Others  1        2        3        4        5 
Working With People  1        2        3        4        5 
Facebook Posts  1        2        3        4        5 
Microsoft Word  1        2        3        4        5 
Twitter  1        2        3        4        5 
Instagram  1        2        3        4        5 
 
 
EMPLOYMENT HISTORY:  Attach a typed resume if you have one.  
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Present Or Last Position: 
 
Employer: ___________________________________________________________ 
 
Address, City, State: ___________________________________________________ 
 
Position Title: ______________________________     From: ______________ To: ______________ 
 
Responsibilities: ____________________________________________________________________ 
 
___________________________________________________________________________________ 
 
Salary / Wage: _______________ 
 
Reason for Leaving: ____________________________________________ 
 
May We Contact Your Present or Past Employer? 
 
Yes _____ No _____, Explain ________________________________ 
 
Previous Position: 
 
Employer: ___________________________________________________________ 
 
Address, City, State: ___________________________________________________ 
 
Supervisor: ____________________________________________________ 
 
Phone: _______________________Email: ________________________________ 
 
Position Title: ______________________________     From: ______________ To: ______________ 
 
Responsibilities: ____________________________________________________________________ 
 
___________________________________________________________________________________ 
 
Salary / Wage: _______________ 
 
Reason for Leaving: ____________________________________________ 
 
References will be requested before the first in person interview.  References will be 
contacted if you are one of our final top candidates.  
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Please list all books, seminars, trainings, or mentors you have had in the area of office 
support staff, receptionist skills, vets, or working in a small business environment. 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
 
What is one weakness which a past employer might have said you need to improve?  
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 
 
We realize this might not be your dream career, but it might be a perfect fit for you 
over the next five years.   If this is your dream job, please tell us why. Please tell us 
what your career ambitions really are over the next decade? What do you really want 
for your life? 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
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Why should we consider you for this position?  
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
After researching the Coppell Veterinarian Hospital, please explain who founded the 
clinic and why you think you be a great addition to the small family owned office.  
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
 
Please provide any further information that you believe should be considered for your 
first to be granted an in-person interview. 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 



Coppell Veterinarian Hospital 
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____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
Is your resume attached to the email your are sending?  ________ 
 
 
I certify that information contained in this application is true and complete. I 
understand that false information may be grounds for not hiring me or for immediate 
termination of employment at any point in the future if I am hired. I authorize the 
verification of any or all information listed above. 
 
Your Signature______________________________ Today's Date______________ 

 
 

Once you have completed the handwritten application, scan and email to 

coppellpetcare@yahoo.com 
in one single easy-to-open PDF multipage file.   

 
You may attached your typewritten resume as a second attachment.  

 
To verify receipt you may email us at:  coppellpetcare@yahoo.com 

 
SNAIL MAIL 

If you are not very technical or cannot find someone to assist you in scanning and emailing the 
application, you can use the more traditional snail mail to the following person and company who is 
helping with the application process for the Texas based Veterinarian clinic. 

Zaks Baggett 
Job Applications Department 
13437 Ventura Blvd Suite 213 
Sherman Oaks, CA 91423  

Our team does not call or email every person who emails the yahoo account or submits an application. 
However, we do attempt to provide the courtesy of informing you that we received your application. 
Please include a valid email whether you use snail mail or email. 

Do not contact the Coppell Veterinary Hospital directly to ask about your application or the job. They 
have hired a third party company to handle this job application process. Not only will the nice people 
at the Vet Clinic not know whether or not your application was received, it will hurt your chances of 
getting the job. Please follow the exact procedure on this page. 

 
 
 













Coppel Advertisement Which Ran on Craigslist

Advertisement for this Job Opening:
Must	
  Love	
  Dogs	
  and	
  Cats!	
  	
  Pet	
  Concierge	
  Wanted.

	
  

Imagine	
  coming	
  to	
  work	
  where	
  your	
  primary	
  job	
  is	
  to	
  be	
  friendly	
  and	
  loving	
  to	
  both	
  pets	
  and	
  
their	
  owners!	
  	
  If	
  you	
  are	
  a	
  team	
  player	
  who	
  loves	
  dogs	
  and	
  cats,	
  then	
  the	
  perfect	
  career	
  
opening	
  might	
  have	
  just	
  sprung	
  open.

One	
  of	
  the	
  most	
  respected	
  and	
  experienced	
  veterinary	
  clinics	
  is	
  now	
  taking	
  applicaEons	
  for	
  a	
  
career-­‐minded	
  person	
  who	
  wants	
  to	
  be	
  the	
  third	
  spoke	
  in	
  this	
  small	
  family-­‐owned	
  pracEce	
  in	
  
Coppell,	
  Texas.

While	
  the	
  official	
  job	
  responsibiliEes	
  extend	
  way	
  beyond	
  “Pet	
  Concierge,”	
  we	
  will	
  gladly	
  get	
  you	
  
a	
  name	
  tag	
  saying	
  that	
  if	
  you	
  want.	
  	
  The	
  real	
  Etle	
  should	
  be	
  “Pet	
  Owner	
  Concierge	
  /	
  Office	
  
Organizer	
  /	
  Billing	
  Manager	
  /	
  RecepEonist	
  Extraordinaire.”	
  	
  You	
  see,	
  your	
  primary	
  responsibility	
  
would	
  be	
  to	
  extend	
  warmth	
  and	
  genuine	
  admiraEon	
  to	
  our	
  clients	
  and	
  their	
  pets	
  while	
  they	
  
wait	
  to	
  see	
  the	
  medical	
  staff.	
  	
  However,	
  because	
  we	
  are	
  a	
  3-­‐person	
  office,	
  we	
  all	
  pitch	
  in	
  to	
  
handle	
  the	
  other	
  tasks	
  of	
  running	
  a	
  business.	
  

If we hire you, you would be the first person clients meet upon entering the 
clinic.  



                                                

You would be the warm inviting voice on the phone. 

You	
  would	
  be	
  the	
  person	
  they	
  look	
  to	
  with	
  hope	
  and	
  worry	
  while	
  important	
  medical	
  procedures	
  
are	
  being	
  performed	
  on	
  their	
  best	
  friend…	
  just	
  20	
  feet	
  down	
  the	
  hall.

If	
  you	
  think	
  you	
  have	
  compassion,	
  people	
  skills,	
  and	
  a	
  love	
  of	
  animals	
  and	
  animal	
  lovers,	
  you	
  
might	
  qualify	
  to	
  become	
  part	
  of	
  our	
  family.	
  We	
  use	
  the	
  word	
  “family”	
  for	
  a	
  reason.	
  Pets	
  are	
  
family	
  members.	
  	
  Our	
  pracEce	
  is	
  run	
  by	
  a	
  loving	
  couple	
  who	
  need	
  a	
  third	
  person	
  to	
  round	
  out	
  
the	
  small	
  family-­‐owned	
  office.

This	
  slice	
  of	
  pet	
  heaven	
  is	
  now	
  into	
  its	
  35th	
  year	
  of	
  serving	
  the	
  Coppell	
  and	
  DFW	
  residents	
  and	
  
their	
  lovely	
  pets.

We	
  have	
  candles	
  in	
  the	
  waiEng	
  room	
  and	
  Frank	
  Sinatra	
  on	
  the	
  radio.	
  	
  Our	
  office	
  feels	
  more	
  like	
  
a	
  place	
  to	
  meditate	
  or	
  read	
  a	
  book	
  than	
  a	
  place	
  to	
  bring	
  sick	
  animals.	
  Our	
  front	
  desk	
  area	
  is	
  not	
  
overburdened	
  with	
  the	
  latest	
  fancy	
  computers	
  and	
  office	
  so[ware;	
  we	
  focus	
  on	
  the	
  people	
  and	
  
pets.

Think	
  of	
  our	
  clinic	
  as	
  the	
  “Pet	
  Family	
  Doctor.”

Most	
  of	
  our	
  appointments	
  are	
  scheduled	
  in	
  advance.	
  	
  We	
  do	
  small	
  procedures	
  in	
  our	
  office,	
  but	
  
we	
  o[en	
  refer	
  clients	
  out	
  to	
  specialists	
  for	
  unique	
  cases.	
  	
  We	
  are	
  the	
  family	
  doctor	
  our	
  paEents	
  
come	
  to	
  first	
  for	
  the	
  health	
  and	
  wellness	
  of	
  their	
  pets.

We	
  don't	
  o[en	
  see	
  clients	
  on	
  Fridays,	
  so	
  at	
  the	
  end	
  of	
  the	
  week,	
  you	
  might	
  be	
  there	
  alone	
  
catching	
  up	
  on	
  paperwork,	
  phone	
  calls,	
  or	
  scheduling	
  appointments	
  for	
  the	
  next	
  week.	
  	
  We	
  are	
  
not	
  a	
  full-­‐service	
  Emergency	
  Pet	
  Hospital.	
  	
  We	
  don’t	
  make	
  house	
  calls	
  and	
  we	
  won’t	
  be	
  waking	
  
you	
  up	
  at	
  4am	
  to	
  handle	
  a	
  pet	
  emergency.	
  	
  There	
  are	
  great	
  faciliEes	
  for	
  that	
  type	
  of	
  work	
  in	
  our	
  
area	
  and	
  we	
  refer	
  our	
  clients	
  to	
  them	
  if	
  a	
  tragic	
  incident	
  occurs.

Therefore,	
  we	
  welcome	
  older	
  applicants	
  to	
  apply.	
  We	
  value	
  previous	
  office	
  environment	
  work	
  
experience.	
  We	
  don't	
  brand	
  new	
  computers	
  and	
  hard-­‐to-­‐learn	
  so[ware.	
  We	
  are	
  in	
  the	
  people	
  
and	
  pet	
  business.	
  	
  	
  

If	
  you	
  become	
  our	
  new	
  team	
  member,	
  you	
  will	
  handle	
  the	
  front	
  desk,	
  the	
  phones,	
  the	
  
paperwork,	
  the	
  client	
  records,	
  and	
  be	
  warm	
  and	
  loving	
  to	
  the	
  pet	
  owners,	
  so	
  the	
  Doctor	
  and	
  his	
  
Registered	
  Veterinary	
  Technician	
  (Pet	
  Nurse)	
  can	
  focus	
  on	
  the	
  care	
  and	
  health	
  of	
  their	
  pets.	
  



While	
  we	
  are	
  more	
  interested	
  in	
  your	
  character	
  than	
  your	
  technical	
  skills,	
  here	
  are	
  some	
  skills	
  
that	
  you	
  must	
  possess.

Typing	
  
You	
  will	
  be	
  entering	
  medical	
  data	
  into	
  our	
  system	
  daily	
  via	
  notes	
  and	
  audio	
  dictaEon.	
  If	
  you	
  
type	
  with	
  one	
  finger,	
  this	
  job	
  is	
  not	
  for	
  you.

Filing	
  and	
  Financing	
  Records
We	
  keep	
  both	
  electronic	
  and	
  paper	
  files	
  on	
  all	
  our	
  beloved	
  pets	
  and	
  their	
  owners.	
  	
  Since	
  the	
  pet	
  
owners	
  pay	
  the	
  bills,	
  the	
  invoices	
  must	
  be	
  correct	
  and	
  quote	
  the	
  required	
  services	
  with	
  
precision	
  and	
  accuracy.	
  Please	
  have	
  an	
  eye	
  for	
  detail.	
  PerfecEonism	
  is	
  welcome.

Pet	
  Food	
  Transport
You	
  must	
  be	
  able	
  to	
  li[	
  and	
  carry	
  40	
  pound	
  bags	
  of	
  dog	
  and	
  cat	
  food.	
  	
  Sounds	
  simple,	
  but	
  we	
  
must	
  state	
  it	
  here…	
  just	
  in	
  case	
  someone	
  reading	
  this	
  isn’t	
  able	
  to	
  do	
  it.	
  	
  The	
  animals	
  have	
  to	
  be	
  
fed	
  and	
  someEmes	
  the	
  bags	
  are	
  large	
  and	
  heavy.

Non-­‐Smoker.	
  	
  
We	
  are	
  a	
  a	
  smoke	
  free	
  clinic.	
  	
  Our	
  sensiEve	
  noses	
  and	
  the	
  animals	
  can	
  smell	
  it	
  on	
  a	
  smoker’s	
  
clothes.	
  	
  You	
  can’t	
  smoke	
  at	
  home,	
  in	
  the	
  office,	
  near	
  the	
  office…	
  at	
  all.	
  	
  If	
  you	
  are	
  a	
  smoker,	
  
please	
  do	
  not	
  apply.

	
  

Following	
  Procedures	
  and	
  Mutli-­‐Tasking
While	
  your	
  primary	
  duty	
  is	
  to	
  be	
  a	
  welcoming	
  face	
  to	
  our	
  clients	
  and	
  their	
  pets,	
  work	
  must	
  be	
  
done	
  at	
  the	
  same	
  Eme.	
  	
  We	
  have	
  been	
  in	
  business	
  for	
  35	
  years,	
  and	
  our	
  office	
  procedures	
  work	
  
effecEvely.	
  We	
  are	
  not	
  looking	
  for	
  new	
  ideas	
  or	
  a	
  spark	
  of	
  creaEvity	
  for	
  our	
  pracEce.	
  We	
  want	
  
you	
  to	
  join	
  the	
  family,	
  learn	
  the	
  system,	
  and	
  help	
  get	
  the	
  prescripEons	
  and	
  invoices	
  correct	
  
100%	
  of	
  the	
  Eme.	
  It	
  magers.	
  Can	
  you	
  do	
  this	
  while	
  sEll	
  smiling	
  and	
  being	
  friendly	
  to	
  the	
  
adorable	
  dogs	
  in	
  the	
  waiEng	
  room?

Full	
  Time	
  Career

We	
  are	
  looking	
  for	
  a	
  team	
  member	
  that	
  will	
  be	
  with	
  us	
  for	
  the	
  next	
  decade.	
  While	
  we	
  know	
  
nobody	
  can	
  guarantee	
  a	
  year	
  into	
  the	
  future,	
  much	
  less	
  10	
  years,	
  please	
  don’t	
  apply	
  for	
  this	
  job	
  
if	
  you	
  don’t	
  plan	
  to	
  stay	
  for	
  a	
  while.	
  

Hours:
Monday-­‐Thursday:	
  7:45-­‐12:00	
  and	
  2:00-­‐600
Friday	
  :	
  7:45-­‐Noon.

We	
  take	
  weekends	
  off	
  and	
  you	
  should	
  too.

LocaEon:	
  	
  Coppell	
  Texas

Salary:	
  	
  $27,500	
  Annually.



• We	
  are	
  a	
  value-­‐based	
  clinic	
  that	
  serves	
  our	
  community.	
  	
  We	
  are	
  not	
  offering	
  a	
  super-­‐big	
  
salary	
  because	
  we	
  don’t	
  make	
  oodles	
  of	
  money.	
  We	
  charge	
  fair	
  prices	
  to	
  our	
  clients	
  and	
  
will	
  treat	
  you	
  like	
  family.	
  	
  If	
  making	
  big	
  money	
  or	
  geong	
  a	
  health	
  benefit	
  package	
  is	
  a	
  
priority	
  for	
  you,	
  this	
  job	
  is	
  not	
  a	
  good	
  fit.	
  	
  On	
  the	
  other	
  hand,	
  if	
  coming	
  to	
  work	
  where	
  
you	
  are	
  appreciated	
  by	
  both	
  the	
  clients	
  and	
  the	
  company	
  and	
  you	
  can	
  make	
  a	
  
difference…	
  please	
  submit	
  an	
  applicaEon.

	
  

The	
  process	
  for	
  submiong	
  an	
  applicaEon	
  and	
  earning	
  one	
  of	
  just	
  7	
  face-­‐to-­‐face	
  interviews	
  we	
  
will	
  be	
  conducEng	
  for	
  this	
  posiEon	
  is	
  explained	
  in	
  the	
  applicaEon	
  itself.

Just	
  click	
  through	
  and	
  follow	
  the	
  detailed	
  instrucEons.

Please	
  do	
  NOT	
  stop	
  by	
  the	
  clinic	
  or	
  call	
  about	
  your	
  applicaEon	
  status.	
  	
  The	
  clinic	
  has	
  enrolled	
  an	
  
outside	
  Human	
  Resource	
  consultant	
  to	
  assist	
  in	
  collecEng	
  the	
  applicaEons	
  and	
  scheduling	
  
appointments.	
  	
  Do	
  not	
  work	
  around	
  the	
  APPLICATION	
  system	
  outlined	
  here.	
  	
  Calling	
  or	
  stopping	
  
by	
  the	
  office	
  unannounced	
  will	
  only	
  hurt	
  your	
  chances	
  of	
  landing	
  this	
  job,	
  not	
  increase	
  them.	
  	
  
Thanks	
  for	
  your	
  understanding.





Coppel Advertisement Which Ran on Craigslist

Advertisement for this Job Opening:
Must	
  Love	
  Dogs	
  and	
  Cats!	
  	
  Pet	
  Concierge	
  Wanted.

	
  

Imagine	
  coming	
  to	
  work	
  where	
  your	
  primary	
  job	
  is	
  to	
  be	
  friendly	
  and	
  loving	
  to	
  both	
  pets	
  and	
  
their	
  owners!	
  	
  If	
  you	
  are	
  a	
  team	
  player	
  who	
  loves	
  dogs	
  and	
  cats,	
  then	
  the	
  perfect	
  career	
  
opening	
  might	
  have	
  just	
  sprung	
  open.

One	
  of	
  the	
  most	
  respected	
  and	
  experienced	
  veterinary	
  clinics	
  is	
  now	
  taking	
  applicaEons	
  for	
  a	
  
career-­‐minded	
  person	
  who	
  wants	
  to	
  be	
  the	
  third	
  spoke	
  in	
  this	
  small	
  family-­‐owned	
  pracEce	
  in	
  
Coppell,	
  Texas.

While	
  the	
  official	
  job	
  responsibiliEes	
  extend	
  way	
  beyond	
  “Pet	
  Concierge,”	
  we	
  will	
  gladly	
  get	
  you	
  
a	
  name	
  tag	
  saying	
  that	
  if	
  you	
  want.	
  	
  The	
  real	
  Etle	
  should	
  be	
  “Pet	
  Owner	
  Concierge	
  /	
  Office	
  
Organizer	
  /	
  Billing	
  Manager	
  /	
  RecepEonist	
  Extraordinaire.”	
  	
  You	
  see,	
  your	
  primary	
  responsibility	
  
would	
  be	
  to	
  extend	
  warmth	
  and	
  genuine	
  admiraEon	
  to	
  our	
  clients	
  and	
  their	
  pets	
  while	
  they	
  
wait	
  to	
  see	
  the	
  medical	
  staff.	
  	
  However,	
  because	
  we	
  are	
  a	
  3-­‐person	
  office,	
  we	
  all	
  pitch	
  in	
  to	
  
handle	
  the	
  other	
  tasks	
  of	
  running	
  a	
  business.	
  

If we hire you, you would be the first person clients meet upon entering the 
clinic.  



                                                

You would be the warm inviting voice on the phone. 

You	
  would	
  be	
  the	
  person	
  they	
  look	
  to	
  with	
  hope	
  and	
  worry	
  while	
  important	
  medical	
  procedures	
  
are	
  being	
  performed	
  on	
  their	
  best	
  friend…	
  just	
  20	
  feet	
  down	
  the	
  hall.

If	
  you	
  think	
  you	
  have	
  compassion,	
  people	
  skills,	
  and	
  a	
  love	
  of	
  animals	
  and	
  animal	
  lovers,	
  you	
  
might	
  qualify	
  to	
  become	
  part	
  of	
  our	
  family.	
  We	
  use	
  the	
  word	
  “family”	
  for	
  a	
  reason.	
  Pets	
  are	
  
family	
  members.	
  	
  Our	
  pracEce	
  is	
  run	
  by	
  a	
  loving	
  couple	
  who	
  need	
  a	
  third	
  person	
  to	
  round	
  out	
  
the	
  small	
  family-­‐owned	
  office.

This	
  slice	
  of	
  pet	
  heaven	
  is	
  now	
  into	
  its	
  35th	
  year	
  of	
  serving	
  the	
  Coppell	
  and	
  DFW	
  residents	
  and	
  
their	
  lovely	
  pets.

We	
  have	
  candles	
  in	
  the	
  waiEng	
  room	
  and	
  Frank	
  Sinatra	
  on	
  the	
  radio.	
  	
  Our	
  office	
  feels	
  more	
  like	
  
a	
  place	
  to	
  meditate	
  or	
  read	
  a	
  book	
  than	
  a	
  place	
  to	
  bring	
  sick	
  animals.	
  Our	
  front	
  desk	
  area	
  is	
  not	
  
overburdened	
  with	
  the	
  latest	
  fancy	
  computers	
  and	
  office	
  so[ware;	
  we	
  focus	
  on	
  the	
  people	
  and	
  
pets.

Think	
  of	
  our	
  clinic	
  as	
  the	
  “Pet	
  Family	
  Doctor.”

Most	
  of	
  our	
  appointments	
  are	
  scheduled	
  in	
  advance.	
  	
  We	
  do	
  small	
  procedures	
  in	
  our	
  office,	
  but	
  
we	
  o[en	
  refer	
  clients	
  out	
  to	
  specialists	
  for	
  unique	
  cases.	
  	
  We	
  are	
  the	
  family	
  doctor	
  our	
  paEents	
  
come	
  to	
  first	
  for	
  the	
  health	
  and	
  wellness	
  of	
  their	
  pets.

We	
  don't	
  o[en	
  see	
  clients	
  on	
  Fridays,	
  so	
  at	
  the	
  end	
  of	
  the	
  week,	
  you	
  might	
  be	
  there	
  alone	
  
catching	
  up	
  on	
  paperwork,	
  phone	
  calls,	
  or	
  scheduling	
  appointments	
  for	
  the	
  next	
  week.	
  	
  We	
  are	
  
not	
  a	
  full-­‐service	
  Emergency	
  Pet	
  Hospital.	
  	
  We	
  don’t	
  make	
  house	
  calls	
  and	
  we	
  won’t	
  be	
  waking	
  
you	
  up	
  at	
  4am	
  to	
  handle	
  a	
  pet	
  emergency.	
  	
  There	
  are	
  great	
  faciliEes	
  for	
  that	
  type	
  of	
  work	
  in	
  our	
  
area	
  and	
  we	
  refer	
  our	
  clients	
  to	
  them	
  if	
  a	
  tragic	
  incident	
  occurs.

Therefore,	
  we	
  welcome	
  older	
  applicants	
  to	
  apply.	
  We	
  value	
  previous	
  office	
  environment	
  work	
  
experience.	
  We	
  don't	
  brand	
  new	
  computers	
  and	
  hard-­‐to-­‐learn	
  so[ware.	
  We	
  are	
  in	
  the	
  people	
  
and	
  pet	
  business.	
  	
  	
  

If	
  you	
  become	
  our	
  new	
  team	
  member,	
  you	
  will	
  handle	
  the	
  front	
  desk,	
  the	
  phones,	
  the	
  
paperwork,	
  the	
  client	
  records,	
  and	
  be	
  warm	
  and	
  loving	
  to	
  the	
  pet	
  owners,	
  so	
  the	
  Doctor	
  and	
  his	
  
Registered	
  Veterinary	
  Technician	
  (Pet	
  Nurse)	
  can	
  focus	
  on	
  the	
  care	
  and	
  health	
  of	
  their	
  pets.	
  



While	
  we	
  are	
  more	
  interested	
  in	
  your	
  character	
  than	
  your	
  technical	
  skills,	
  here	
  are	
  some	
  skills	
  
that	
  you	
  must	
  possess.

Typing	
  
You	
  will	
  be	
  entering	
  medical	
  data	
  into	
  our	
  system	
  daily	
  via	
  notes	
  and	
  audio	
  dictaEon.	
  If	
  you	
  
type	
  with	
  one	
  finger,	
  this	
  job	
  is	
  not	
  for	
  you.

Filing	
  and	
  Financing	
  Records
We	
  keep	
  both	
  electronic	
  and	
  paper	
  files	
  on	
  all	
  our	
  beloved	
  pets	
  and	
  their	
  owners.	
  	
  Since	
  the	
  pet	
  
owners	
  pay	
  the	
  bills,	
  the	
  invoices	
  must	
  be	
  correct	
  and	
  quote	
  the	
  required	
  services	
  with	
  
precision	
  and	
  accuracy.	
  Please	
  have	
  an	
  eye	
  for	
  detail.	
  PerfecEonism	
  is	
  welcome.

Pet	
  Food	
  Transport
You	
  must	
  be	
  able	
  to	
  li[	
  and	
  carry	
  40	
  pound	
  bags	
  of	
  dog	
  and	
  cat	
  food.	
  	
  Sounds	
  simple,	
  but	
  we	
  
must	
  state	
  it	
  here…	
  just	
  in	
  case	
  someone	
  reading	
  this	
  isn’t	
  able	
  to	
  do	
  it.	
  	
  The	
  animals	
  have	
  to	
  be	
  
fed	
  and	
  someEmes	
  the	
  bags	
  are	
  large	
  and	
  heavy.

Non-­‐Smoker.	
  	
  
We	
  are	
  a	
  a	
  smoke	
  free	
  clinic.	
  	
  Our	
  sensiEve	
  noses	
  and	
  the	
  animals	
  can	
  smell	
  it	
  on	
  a	
  smoker’s	
  
clothes.	
  	
  You	
  can’t	
  smoke	
  at	
  home,	
  in	
  the	
  office,	
  near	
  the	
  office…	
  at	
  all.	
  	
  If	
  you	
  are	
  a	
  smoker,	
  
please	
  do	
  not	
  apply.

	
  

Following	
  Procedures	
  and	
  Mutli-­‐Tasking
While	
  your	
  primary	
  duty	
  is	
  to	
  be	
  a	
  welcoming	
  face	
  to	
  our	
  clients	
  and	
  their	
  pets,	
  work	
  must	
  be	
  
done	
  at	
  the	
  same	
  Eme.	
  	
  We	
  have	
  been	
  in	
  business	
  for	
  35	
  years,	
  and	
  our	
  office	
  procedures	
  work	
  
effecEvely.	
  We	
  are	
  not	
  looking	
  for	
  new	
  ideas	
  or	
  a	
  spark	
  of	
  creaEvity	
  for	
  our	
  pracEce.	
  We	
  want	
  
you	
  to	
  join	
  the	
  family,	
  learn	
  the	
  system,	
  and	
  help	
  get	
  the	
  prescripEons	
  and	
  invoices	
  correct	
  
100%	
  of	
  the	
  Eme.	
  It	
  magers.	
  Can	
  you	
  do	
  this	
  while	
  sEll	
  smiling	
  and	
  being	
  friendly	
  to	
  the	
  
adorable	
  dogs	
  in	
  the	
  waiEng	
  room?

Full	
  Time	
  Career

We	
  are	
  looking	
  for	
  a	
  team	
  member	
  that	
  will	
  be	
  with	
  us	
  for	
  the	
  next	
  decade.	
  While	
  we	
  know	
  
nobody	
  can	
  guarantee	
  a	
  year	
  into	
  the	
  future,	
  much	
  less	
  10	
  years,	
  please	
  don’t	
  apply	
  for	
  this	
  job	
  
if	
  you	
  don’t	
  plan	
  to	
  stay	
  for	
  a	
  while.	
  

Hours:
Monday-­‐Thursday:	
  7:45-­‐12:00	
  and	
  2:00-­‐600
Friday	
  :	
  7:45-­‐Noon.

We	
  take	
  weekends	
  off	
  and	
  you	
  should	
  too.

LocaEon:	
  	
  Coppell	
  Texas

Salary:	
  	
  $27,500	
  Annually.



• We	
  are	
  a	
  value-­‐based	
  clinic	
  that	
  serves	
  our	
  community.	
  	
  We	
  are	
  not	
  offering	
  a	
  super-­‐big	
  
salary	
  because	
  we	
  don’t	
  make	
  oodles	
  of	
  money.	
  We	
  charge	
  fair	
  prices	
  to	
  our	
  clients	
  and	
  
will	
  treat	
  you	
  like	
  family.	
  	
  If	
  making	
  big	
  money	
  or	
  geong	
  a	
  health	
  benefit	
  package	
  is	
  a	
  
priority	
  for	
  you,	
  this	
  job	
  is	
  not	
  a	
  good	
  fit.	
  	
  On	
  the	
  other	
  hand,	
  if	
  coming	
  to	
  work	
  where	
  
you	
  are	
  appreciated	
  by	
  both	
  the	
  clients	
  and	
  the	
  company	
  and	
  you	
  can	
  make	
  a	
  
difference…	
  please	
  submit	
  an	
  applicaEon.

	
  

The	
  process	
  for	
  submiong	
  an	
  applicaEon	
  and	
  earning	
  one	
  of	
  just	
  7	
  face-­‐to-­‐face	
  interviews	
  we	
  
will	
  be	
  conducEng	
  for	
  this	
  posiEon	
  is	
  explained	
  in	
  the	
  applicaEon	
  itself.

Just	
  click	
  through	
  and	
  follow	
  the	
  detailed	
  instrucEons.

Please	
  do	
  NOT	
  stop	
  by	
  the	
  clinic	
  or	
  call	
  about	
  your	
  applicaEon	
  status.	
  	
  The	
  clinic	
  has	
  enrolled	
  an	
  
outside	
  Human	
  Resource	
  consultant	
  to	
  assist	
  in	
  collecEng	
  the	
  applicaEons	
  and	
  scheduling	
  
appointments.	
  	
  Do	
  not	
  work	
  around	
  the	
  APPLICATION	
  system	
  outlined	
  here.	
  	
  Calling	
  or	
  stopping	
  
by	
  the	
  office	
  unannounced	
  will	
  only	
  hurt	
  your	
  chances	
  of	
  landing	
  this	
  job,	
  not	
  increase	
  them.	
  	
  
Thanks	
  for	
  your	
  understanding.
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Coppell Veterinorion Hospilol
www.coppellvet.com coppellpetcare @yahoo.com

Applicslion for First lnterview
Do not type this opplicotion, pleose use cursive or print-script hondwriting

wiih o blue boll point pen. When complete, pleose follow the instructions on the losl
poge on how to get this opplicotion to our hiring teom.

Mobile Phone Number

tlbq 1 bqy' '5s4/ Text Frien aV 4.s 
-

Nome Q, 'r' ,.o- 7 ,?J, ' ,/"uoL

Are you eligible to work in the United St
Whot is your country of citizenship?

Genercrl lnformolion:

Position Applied For

Doys/Hours Avoiloble (Exomplq:
t rto,naay 1 n r"t - A.fr{ u esdoy -1amh rv

Monday l)am - 7pm )

n' (w *Ned n esd o v ? nn:hen
Ihursdorfl rtt:kiytridoy')rtnt- rv onsoturdoy +
Sundoy +
Whot dote ore you ovoiloble to stqrl wqrk? n((

= h+v-t- NTr lp alrndl sche

lf you ore under oge ,l8, do you hove on employmenf/cge certificote? 
^J 

/C
_Yes_No
Hove you been conyicted of or pleoded no contest to o felony within the lost I0
yeors? 

--Yes 
jNo lf yes, pleose exploin:

e
norice- *

7-2o -/r{

srreerAddress: / ' L;a'r /uas Jy'ftnT 4fr#/
City, Stote, Zip Code: ('' 'r ' ': ,-VXQs - '

',N, J,

Page 1 of Application
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N[a\issa Glass 
1809 Green Ridge Drive 

Carrol l ton, Texas 7 5 0 0 7 

214-952-7899 

SUMMARY 

Seasoned preschool teacher with excellent organizational and problem solving skills. 

Noted for strong interpersonal and communication skills. Fifteen years of Early Childhood 

Education Experience. 

EXPERIENCE 

Fingerprints Christian Preschool, Frisco, Texas 

Pre-K Teacher 

June 2013 - Present 

Lead teacher for classroom of 14 children. Prepare daily lesson plan and monthly activity 

calendar. Support the children in their day-to-day activities, discipline and supervision. 

Monitor students in a variety of educational environments (e.g. classroom, playground, nap 

times, etc.) for the purpose of providing a safe and positive learning environment. 

McKinney I S D , McKinney, Texas 

Instructional Assistant- Head Star t and Pre-K Classroom 

July 2008 - July 2012 

Support the children in their classroom environment created to stimulate their social, 

emotional and intellectual growth. Communicate to the children in a positive manner and 
encourage the development of self-control. Supervise the children in all activities. 

Manage student behavior. Attend and participate in s taf f meetings. 

Piano I S D , Piano, Texas 

Instructional Assistant- PPCD Classroom (Children with diagnosed disabilities) 

January 2006 - July 2008 

Support the implementation of the daily lesson and activities. Be a positive role model for 

the children. Maintain a professional relationship with colleagues, students, and parents. 

Compile, maintain and file anecdotal notes and assessments. 

August 1999-December 2005 

Pre-K teacher for two different private preschools that are no longer in business. 



Coppell Veterinarian Hospital 
www.coppellvet.com coppellpetcare@yahoo.com 

A p p l i c a t i o n f o r F i r s t I n t e r v i e w 

Do not t ype this app l i ca t ion , please use cursive or print-script handwrit ing 
with a blue ball point p e n . When comp le te , please follow the instructions on the last 

p a g e on how to ge t this app l ica t ion to our hiring t e a m . 

Name 

Street Address 

City, State, Zip C o d e : 

Mobile Phone Number 

,214 I 0 ) 6 3 - Igqq Text Friendly X Yes No 

General Information: 

Position App l ied For 

Days/Hours Avai lable (Example: M o n d a y / O o m - 7pm ) 
Monday IJ^' U> Tuesday l^'^-jfi Wednesday 7 "U? 
Thursday 7^^-(-P Friday 1^°'io Saturday AJ/A 
Sunday N \A 

What d a t e are you avai lable to start work? _ C L L U ^ • 2-̂ ^̂  

Are you eligible to work in the United States? A Yes No 
What is your country of citizenship? (JS A 

If you are under a g e 18, d o you have an emp loymen t /age cert i f icate? 

_ Y e s _ N 0 ^ / A 

Have you b e e n c o n v i c t e d of or p l e a d e d no contest to a felony within the lost 10 
years? Yes No If yes, please explain: 

Page 1 of Application 



Coppell Veterinarian Hospital 
www.coppellvet.com coppellpetcare@yahoo.com 

What is your best quality in the role of employee for a small family owned company 
who cares for pets and supports pet lovers? 

% btŝ  quail^ ^\\\s r/)le \NOii\c 
w 

c^M^t(\ ps-l 16\/ears is; 
young 

mucin l i t -L Vut-fK pds - t)onndi(^^^ 
\\\t^ V\s\tnj 5 0 m c ^ m ( c s > - f h c y dnni. 
^nfi 1 ^ 0 5 ^ r)^ ^-Kc - f lhC -flAPg r\\t COCT^ 

Are you currently a c igare t te smoker ? Yes X No 

Are you willing a n d ab le to lift pe t f o o d bogs of up to 40 pounds on occasion as part 
of thiis job ? Yes No 

If you ore working tine front desk a lone, how likely are you to spend t ime on Focebook 
or social medio? Very Likely Occasionally Never X Other 

Explai i n W o r I C l i m e \s r)0^ t h e p l a c e - f o r s o c i a ^ n n e U L a 

Education and Training: 
Name of 
School 

Course of Study Years 
Completed 

Diploma 
Degree 

High School 

AUi(Y4bn7A 
d 

^ Dipioin; 
Undergraduate 

College MIA 
Graduate 

Professional 

Ofher (Specify) 

Page 2 of Application 



Coppell Veterinarion Hospital 
www.coppeHvet.com coppellpetcare@yahoo.com 

Applicants Skills & Self-Assessment: 

Give us a n idea of how you assess yourself in the fol lowing skills or personality traits. We 
realize it is unlikely one person is a 5 a t everything listed here or even has experience 
with these items. In fac t , d o n ' t assume just because it is on the list that is part of the job 
requirements. Wink. Just answer honestly and please d o n ' t exaggera te . List any other 
skills you have that may be useful for the position. Enter the number of years 
exper ience a n d circle the number wh ich corresponds to your ability for e a c h skill. 
(One represents poor ability a n d five represents except ional ability.) 

Skill Years Experience Ability Rating 

Customer Service 1 2 3 4 cv 
Receptionist Work 0 1 (p 3 4 
Answering Ptiones 5/) \ 1 4 3 4 

1 2 3 4 5 
Handling Payments 1 2 3 <4) 5 
Asking Clients for Payment n 1 (2^ 3 4 5 
Calculating Invoices 0 3 4 5 
Light Bookkeeping D 1 ^ 3 4 5 

1 2 3 4 5 
Pet Owner or Pet Caretaker 1 6 1 2 3 5 

1 2 3 
— 

4 5 
Data entry into computer \% 1 2 4 5 
Attention to Details to 1 2 3 5 

1 2 3 4 5 
Punctuality 1 2 3 5 
Working Alone LP 1 2 3 a) 5 
Working on a Team l O 1 2 3 5 
Typing o 1 (2) 3 4 5 
Transcribing Dictation • i ; 2 3 4 5 

1 2 3 4 5 
Helping Others 6 6 + 1 2 3 4 P̂ 
Working With People ] 2 3 5 
Focebook Posts b 1 2 (^) 4 5 
Microsoft Word LP 1 2 3 5 
Twitter \ 

1 (7) 3 4 5 
Instagram 1 1 3 4 5 

EMPLOYMENT HISTORY: Attach a typed resume if you have one. 
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Coppell Veterinarian Hospital 

www.coppellvet.com coppellpetcare@yahoo.' 

Present Or Lost Position: 

Employer: 81 h^C-Tp^>^"^^ C ^ A n s f TireSck îoj 

Address, City, State: ^ l&l ^S^l^^iT )rr\SCOl\ 
Position Title:l^rt 1^ T g O c l ^ C r F r o m J u n e 3 0 ( 3 To: rceSC^O^ 
Responsibilities:VlDb.4pY |4 zzW l̂erTfe I n g vaut^ da i ly 

gc-Vw i-K-LS. Ddt 1̂  ifi4erac4\ojA vv>i-flA film 1̂ 45 , 

Salary / Wage: 

Reason for Leaving: l o o d n ^ - j o r C l ^ L ^ OAm(MCt(\a\ 
May We Contact Your Present or Past Employer? _ 

Y e s J k _ N o .Explain M 60Qn a S q h d j | e r (5 fVTac'^ 

a)fvL2c-f ^ o o ( -It) i(s4 -f\)ejr\^ 
Previous Position: 

Employer: 

rosiTion. 

: Hut̂ ty XSp 
Address, City, State: D h C Puvqll X4 KlclOnrigy T x 

Supervisor: ? Q i q L Vl/:inKS' TrioCip^^ 

Pttone: Email: 

Position Title: f t From: CJd To: C l q f( 

Responsibilities: 5 Wp̂ DT ^ | h t C k l d i A e n i U -] h e i r ClOSSr^Of l^ 

C h v / t O r c x m ^ - ^ U n t l e r - t h e Sa | )Grv iS (oA <̂ -̂  -leack^r 
Salary / Waae:^ I 'S j ^DD/y^ f 

Reason for Leaving: mv| C^OH H e q l - l h j <SUeZ 

References will be requested before tfie first in person interview. References will be 
contacted if you are one of our final top candidates. 
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Coppell Veterinarian Hospital 
www.coppellvet.conn coppellpetcare @ yahoo.com 

Please list all books, seminars, trainings, or mentors you tiave had in the area of office 
support staff, receptionist skiils, vets, or working in a small business environment. 

tnfivi ss Widh d nrV/ia 
\ nwnfj.s Qre (il line' 

5cW\n (X dai y W iS . The*, have. 
shaded I n n 4 h 4 K s ' pros ^ CDos of 

What is one weakness which a past employer might have said you need to improve? 

1 WvL a ScA-l SbOt C 
a n i W l \ s . I -{eM -

1 

1) r s p D i -]r\f\ost in 
nwj C./Ire 

We realize this might not be your dream career, but it might be a perfect fit for you 
over the next five years. If this is your dream job, please tell us why. Please tell us 
what your career ambitions reaily are over the next d e c a d e ? What do you reaily want 
for your life? 

AVI comca ClmhAons Lr dha hti\

mvi s h e l l 4 e a c | ^ m ^ h o u ; AKina.s 
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Coppell Veterinarian Hospitai 
www.coppellvet.com 

Why should we consider you for this position? 

coppellpetcare @ yahoo.com 

0 / 
/ 

\vML cOnvTpassion. ptopt sU s. dnd 
Ci A T U € Dvt -G)r dnimas, ,^ coc/rm-lv 
Vvxvt 5, dccis , and inwi QrQnd-doci . i V( rh 

"""" ^ T 

of mvj h o m e . 
After researching the Coppell Veterinarian Hospital, please explain who founded the 
clinic and why you think you be a great addition to the small family owned office. 

hodf^ps h e c f l O . t e C o p p e l l w a s r a t / } 

A A A k - noioAion of hifl 
lalih , h\A/ l/Qkjtf\oX fAho 4Ke P W X Q ' Q 

- f a r o i L ' s Lifsd (foq, Xuhy.vaho passed g \(ears Qq̂ j 
Please provide any further information that you believe should be considered for your 
firsf to be granted an In-person interview. 

Alfhoudln X do oof havo -fron-l rip^h or 
V L \ U l n a r V ) Plptnonco, X aav 0 Q(iiCiL 

,sim\s. Also, T WAlild o a i (i A, 
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Coppell Veterinarian Hospital 
www.coppellvet.com coppellpetcare@yahoo.com 

Unne . Jus-i AWowiM in Dr . SkAnvxAo's W)kb 
Is your resume attached to the email your ore sending? 

t e c . 

I certify that information contained in this application is true and complete. I 
understand that false information may be grounds for not hiring me or for immediate 
termination of employment of ony point in the future if i om hired, i outhorize the 
veriflcotion of ony or oil informotion listed obove. 

Your SionotureVl^^Xlio^ i l ^ A O a Todoy's DotdZJll iY foZ/) 15 

LiYxail >s m to (JPC33G> yahoo, c f̂va 
O n c e you have c o m p l e t e d the handwri t ten app l i ca t ion , scon e n d emoi l to 

coppellpetcare@yahoo.com 
in one single eosy- to-open PDF mul t ipoge file. 

You may a t t a c h e d your typewri t ten resume as o second a t t achmen t . 

To verify rece ip t you may emai l us a t : coppellpetcare@vahoo.com 

SNAIL MAIL 

If you are not very technical or cannot find someone to assist you in scanning and emailing the 
application, you can use the more traditional snail moil to the following person and company who is 
helping with the application process for the Texas based Veterinarian clinic. 

Zaks Baggett 
Job Applications Department 
13437 Ventura Blvd Suite 213 
Sherman Oaks, CA 91423 

Our team does not coll or email every person who emails the yahoo account or submits on application. 
However, we do attempt to provide the courtesy of informing you that we received your application. 
Please include a valid email whether you use snail moil or email. 

Do not contact the Coppell Veterinary Hospital directly to ask about your application or the job. They 
hove hired a third party company to handle this job application process. Not only will the nice people 
of the Vet Clinic not know whether or not your application was received, it will hurt your chances of 
getting the job. Please follow the exact procedure on this page. 
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