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Information Technology Office
At

EIS Data Systems, Inc.
EIS Data Systems, Inc. is a growing company that has been in business in Wilmington, NC since 1991.  Our mission is to be the Premier provider of information and media technology hardware, software, implementation, service, support and training in the Southeast United States. 
	Office/Clerical Assistant
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Seeking motivated office/assistant for front desk position.  Candidates should:

· be comfortable communicating with customers by phone and email

· have great Microsoft Office and basic computing skills
· be organized and motivated
· have a background in Accounts Payable/Receivable (will train right candidate)

· be interested and motivated to learn about IT products and solutions.

Duties will include light data entry, receiving and posting mail, communicating with customers, assisting the IT and sales staff, and office organization.  Candidate will be expected to be motivated to learn, and quickly take on other duties, such as basic troubleshooting, product price quotations, assisting in sales, or assisting on-site engineers.

Must possess valid Driver’s license.  Position requires light travel (<10%)/travel in town.  




Application Instructions
Include:

1. Completed Application package (see next pages)
2. Resume (must display both names and dates of previous employment)

3. Cover Letter

4. Writing Sample (500 words or less) titled “How My Skills Can Help IT Customers”

Optional: References are optional, but will be requested before an offer is made

Please submit your application to hrdirector@eisdata.com with items above attached as .DOC, .DOCX, or .PDF files.  Incomplete applications or applications submitted in file types other than the above WILL NOT BE CONSIDERED.
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   www.eisdata.com
Please complete this application and return it along with your resume and cover letter to be considered for positions posted with EIS Data Systems, Inc.

Our policy is to provide equal employment opportunity to all qualified persons without regard to race, creed, color, religious belief, sex, age, national origin, ancestry, physical or mental disability, or veteran status.

	Date
	


	First name
	
	Middle name
	
	Last name
	

	Street Address
	

	City
	
	State
	
	ZIP
	

	Telephone
	
	Email 
	


	Position applied for
	

	How did you hear of this opening?
	

	When can you start?
	

	Desired Wage $
	

	Are you looking for full-time employment?
	Yes  
	No  

	If no, what hours are you available?
	

	Are you willing to work swing shift?
	Yes  
	No  

	Are you willing to work graveyard?
	Yes  
	No  

	Have you ever been convicted of a felony? (This will not necessarily affect your application.)   
	Yes  
	No  

	If yes, please describe conditions (attach additional sheets if necessary).

	


Education

	
	School Name
	Location
	Year
	Major
	Degree

	High School
	
	
	
	
	

	College
	
	
	
	
	

	College
	
	
	
	
	

	Post-College
	
	
	
	
	

	Other Training
	
	
	
	
	

	In addition to your work history, are there other skills, qualifications, or experience that we should consider?

(attach additional sheets if necessary)

	


Employment History 
(Start with most recent employer)

	Company Name
	

	Address
	

	Telephone
	

	Date Started
	
	Starting Wage
	
	Starting Position
	

	Date Ended
	
	Ending Wage
	
	Ending Position
	

	Name of Supervisor
	

	May we contact?
	Yes  
	No  

	Responsibilities
	

	Reason for leaving
	


	Company Name
	

	Address
	

	Telephone
	

	Date Started
	
	Starting Wage
	
	Starting Position
	

	Date Ended
	
	Ending Wage
	
	Ending Position
	

	Name of Supervisor
	

	May we contact?
	Yes  
	No  

	Responsibilities
	

	Reason for leaving
	


	Company Name
	

	Address
	

	Telephone
	

	Date Started
	
	Starting Wage
	
	Starting Position
	

	Date Ended
	
	Ending Wage
	
	Ending Position
	

	Name of Supervisor
	

	May we contact?
	Yes  
	No  

	Responsibilities
	

	Reason for leaving
	


	Company Name
	

	Address
	

	Telephone
	

	Date Started
	
	Starting Wage
	
	Starting Position
	

	Date Ended
	
	Ending Wage
	
	Ending Position
	

	Name of Supervisor
	

	May we contact?
	Yes  
	No  

	Responsibilities
	

	Reason for leaving
	


	Company Name
	

	Address
	

	Telephone
	

	Date Started
	
	Starting Wage
	
	Starting Position
	

	Date Ended
	
	Ending Wage
	
	Ending Position
	

	Name of Supervisor
	

	May we contact?
	Yes  
	No  

	Responsibilities
	

	Reason for leaving
	


	Company Name
	

	Address
	

	Telephone
	

	Date Started
	
	Starting Wage
	
	Starting Position
	

	Date Ended
	
	Ending Wage
	
	Ending Position
	

	Name of Supervisor
	

	May we contact?
	Yes  
	No  

	Responsibilities
	

	Reason for leaving
	


	Company Name
	

	Address
	

	Telephone
	

	Date Started
	
	Starting Wage
	
	Starting Position
	

	Date Ended
	
	Ending Wage
	
	Ending Position
	

	Name of Supervisor
	

	May we contact?
	Yes  
	No  

	Responsibilities
	

	Reason for leaving
	


Attach additional information if necessary.

I certify that the facts set forth in this application for employment are true and complete to the best of my knowledge. I understand that if I am employed, false statements on this application shall be considered sufficient cause for dismissal. This company is hereby authorized to make any investigations of my prior educational and employment history. 

I understand that employment at this company is “at will,” which means that either I or this company can terminate the employment relationship at any time, with or without prior notice, and for any reason not prohibited by statute. All employment is continued on that basis. I understand that no supervisor, manager, or executive of this company, other than the president, has any authority to alter the foregoing.

Signature     





Date  
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