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INTERNAL JOB APPLICANT FORM
This form is to be used by current employees interested in applying for positions internally. This request is subject to availability of a position and staffing needs of the company. All questions must be answered completely to be considered a candidate. After completing, please forward to your TLC for completion of the Transfer Evaluation Form.
Position/Location Applied for ____________________   

Team Member Name____________________________
Hire Date _____________________
Phone #______________________________________
Current Manager_______________



  





Current Position/Location ______________________
Status Full-time or Part-Time______ 
1. Explain in detail, why you’re interested in this position.  
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. What prior working experience do you have that will help you in this position                                                                                                                                                                                                                                                                                             for which you are applying? 
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. Why should we choose you for this position?
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Today’s Date 
                                            

Human Resources Use Only 

Comments______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Transfer Evaluation Form

After the employee has completed the Internal Applicant Form, please complete this Evaluation on the employee and forward both forms to the Human Resources Recruiter. 
1—represents the employee’s performance at the least and 5—represents the employee’s performance at the greatest.

Answer the following and explain in detail if necessary.

How well does the employee accept responsibilities given by his/her superiors (ATL or TLC)?

5
4
3
2
1

______________________________________________________________________________________________________________________________________________________________________________________________________________________________

How well does the employee follow Policy/Procedures?

5
4
3
2
1

______________________________________________________________________________________________________________________________________________________________________________________________________________________________

How is this employee’s punctuality/attendance?

5
4
3
2
1

______________________________________________________________________________________________________________________________________________________________________________________________________________________________

How well does this employee work with other team members?

5
4
3
2
1

______________________________________________________________________________________________________________________________________________________________________________________________________________________________

Do you recommend this employee’s Internal Job Applicant Form to be forwarded to the next step?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________

If this is a promotional opportunity, is this internal applicant ready for the new responsibilities?  Why or Why not?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________

TLC Signature____________________________

Date________________________

