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Name:



                                 
Position you are applying for: ______________________________________

Mailing Address: __________________________________
Dept of vacant position opening: ___________________________________







PN#_______  AN#____________ (PN# and AN# located on vacancy announcement)


City


State

Zip

Phone #:






E-mail Address: 
________________________________________________
Daytime


Message



ATTACH ADDITIONAL REQUIRED INFORMATION to this Cover Sheet:
· Response to Qualifications: As part of the search process, the review committee evaluates your experience and qualifications in comparison to the qualifications for the position identified in the Vacancy Announcement. In order to do this effectively and efficiently, you must respond to each individual qualification listed on the vacancy announcement summarizing your experience and qualifications in comparison to each listed qualification.
· Employment History: Summarize your former employment including: position title, employment dates, average number of hours per week, and organization name.
· Professional References: List at least three (3) professional references.  Please include the reference’s name, organization, phone number, and professional relationship.  Most recent and/or current supervisors (or line of supervision) may be requested if not included.  Do not list relatives.
VOLUNTARY OPTIONS:
· Veteran’s Preference. Check here if you wish to claim Veteran’s preference. Montana States University complies with the Montana Veteran’s Public Employment Preference Act, Section 39, Chapter 29 MCA, and provides preference in employment to eligible veterans, disabled veterans, and certain eligible relatives as specified in the Act.  Applicants seeking to claim this preference should contact MSU Human Resources, at 994-3651 or access the form at http://www.montana.edu/hr/Recruitment/VeteransPreference.pdf.   Please note, in order to receive Veterans Preference during the application review process, it is highly recommended that the required forms are included at the time you submit your application materials.  Important note:  Your preference form is submitted to a different location than your application materials.  A DD214 is not a required document.  
· MPEA Lay-off Pool Preference.  Check here if you wish to claim MPEA lay-off pool preference.  Please note this option is available only to qualified MPEA lay-off pool members applying for MPEA affiliated positions.  
· Though not required, you may also attach a cover letter, resume, and letters of recommendation.
As a candidate for the above referenced position, in accordance with MSU policy, hiring will be conditional upon successful completion of a pre-employment background check.  I hereby certify that the attached information is true and complete to the best of my knowledge.  I am aware that failure to provide any required information or falsification or misrepresentation of this information is grounds for dismissal or disqualification from employment with Montana State University– Bozeman.  
Signature:







Date:
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	Montana State University 
Classified Employment Application Process
General Information
	




Application Process 
Application Process " \l 4

· Application materials (as specified in the MSU Classified Employment Cover Sheet) must be submitted by the deadline date to the Search Chair at the address provided in the Vacancy Announcement.
· All applications received by the deadline date will be considered.  Applications received after the established deadline will not be considered.  A candidate’s qualifications may also be evaluated through a variety of techniques, including interviews, reference checks, and skill testing.

Accommodation for Persons with Disabilities  
· The University is committed to providing reasonable accommodation for any known disability that may interfere with an applicant’s ability to compete in the selection process or an employee’s ability to perform the essential functions of the job.  If you have such a disability and would like to request an accommodation, please contact MSU Human Resources at the address or phone number listed below.
Non-Discrimination  
· Montana State University does not discriminate on the basis of race, color, national origin, sex, sexual preference, marital status, age, religion, creed or political belief, mental or physical handicap or disability, or status as a Vietnam era or disabled veteran in admission, access to, or conduct neither of its education programs and activities nor in its employment policies and practices.  The University’s non-discrimination policies and procedures, including procedures for filing formal and informal complaints and protections from retaliation, are available at http://www2.montana.edu/policy/affirmative_action/.
Verification of Employment Eligibility 
· Montana State University employs only U.S. citizens and aliens lawfully authorized to work in the United States.  Pursuant to the Immigration Reform and Control Act of 1986, we require all new employees to submit an Employment Eligibility Verification Form (I-9) which documents their identity and employment eligibility.  The I-9 form must be completed and the appropriate documentation provided within three (3) days of the date employment commences.
· In accordance with Ch. 320, L. 2001 of the Session laws of the Montana Legislature and the federal Military Selective Service Act, 50 App. U.S.C. 451, et seq, if you are male and between 18 and 26 years of age, you will also be required to affirm that you have complied with federal Selective Services Act.

Campus Crime Report
· Copies of the campus crime report are available at:  http://www.montana.edu/police/Clery%202009.shtml.


For general Human Resources questions, please contact us at the information below.   Application materials must be submitted by the deadline date to the Search Chair at the address provided on the Vacancy Announcement.

Montana State University

Human Resources
http://www.montana.edu/hr
Tel
(406) 994-3651

Fax
(406) 994-5974

humanresources@montana.edu

Office Hours are 8:00 a.m. – 5:00 p.m., Monday through Friday, 19 Montana Hall
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Employee Benefits
	




MSU offers employees more than just a paycheck.   A comprehensive benefits package is available to eligible employees (eligible employee = 0.5 FTE with a six month appointment, except where indicated differently).  The Custom Calculator provides an estimate of the minimum monetary value of the complete compensation package for benefits-eligible jobs.  A summary of benefits available to eligible employees includes:

· Health Insurance – MSU currently contributes $733/month towards each employee’s health insurance coverage.  Health insurance includes medical, dental, and life insurance coverage.  Vision, accidental death, supplemental life insurance, and dependent care and health care reimbursements account are optional.  
· Retirement Plans – participation is mandatory; employees may choose between defined benefit or defined contribution plans.  Employer contribution rates and vesting requirements vary depending on plan selected.

· Annual Leave – 15 days/year (pro-rated for part-time employees); can be taken after 6 months.
· Sick Leave – 12 days/year; (pro-rated for part-time employees); may be used for appropriate absences after 3 months.
· Paid Holidays – 10 per year in odd-numbered years, 11 in even-numbered years.
· Faculty/Staff Assistance Program – can offer assistance with a wide range of issues, including bankruptcy, child custody, civil/criminal disputes, credit issues, divorce, estate planning, mortgage issues, retirement planning, taxes, tenant’s rights, and wills.  
· Faculty & Staff Tuition Waiver – incidental fees may be waived, with approval of the Department Head and Dean or Vice President, for permanent MSU employees who are employed at least .75 FTE (30 hours/week) during the enrollment period.  Fee waivers are granted for the first 6 credits of residential incidental fees only.

· Dependent Partial Tuition Waiver – 50% of the residential tuition may be waived for dependents of employees who have been employed by MSU at least .75 FTE with at least 5 years of continuous service.  Complete eligibility requirements can be found at http://www.montana.edu/hr/Tuition%20Waiver/DependentTuitionWaiverGuidelines.pdf
Note: at this time, an employee cannot use both waivers simultaneously.
· Longevity Pay – as a classified employee, you receive a longevity increment added to your base pay for every five years of uninterrupted employment:
	Increment
	1
	2
	3
	4
	5
	6

	Years
	5
	10
	15
	20
	25
	30

	Longevity - Rate 

of Base Pay
	1.5%
	3.5%
	5.5%
	7.5%
	9%
	10.5%


Additional benefits and privileges include:
· Intramurals & Recreation offers reduced rates on passes for MSU employees and their families.  Privileges include use of the pool, weight room, cardio room, aerobics, and the climbing wall.  

· Extended University offers a variety of Workforce and Professional Development courses on a variety of subjects including Microsoft Office, web and graphic design, and management and supervision.  Classes are offered at for a nominal fee, and may be covered by your department if directly related to your job.

· Wellness offers numerous services to MSU employees.  Opportunities through Wellness include area ski ticket discounts, free and low cost preventative health screens, activity classes, WellCheck fairs, CPR courses, health consultations, and nutritional counseling.  An employee assistance program is also available to employees and their families, free of charge.  It provides short-term counseling on problems such as stress, alcohol, depression, parenting, and other issues.                                

· The resources at Renne Library include access to books, magazine and journal subscriptions, and audio-visual materials.  The Library also boasts an extensive Special Collections department and Government information area.

· The opportunity to be part of an exciting academic and research community.  A variety of exhibits, lectures, sporting events, concerts and plays are held on campus for your enjoyment and education.   

· Need a break?  MSU offers a wide variety of options for drinks, snacks, and meals.  Check out the Bobcat Grill, Tomassito’s, SRO Coffee, Avogadro’s Number, Sweet Shop, Freshens, and the Union Market.

· The annual Employee Recognition Program acknowledges outstanding MSU employees.  Nominations are accepted, and 5 winners are awarded a recognition pin, plaque, and $500 at an awards banquet held every spring.

 We invite you to become part of our team!   Montana State University is committed to serving Montana and its people by: 

· providing quality undergraduate & graduate educational programs;

· conducting research and creative activity, both basic and applied; and

· providing service through outreach to the state, region, & nation.
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