SOUJONYO
MICRO SERVICES FEDERATION
REGD. OFFICE : CHANDPARA BAZAR, GAIGHATA , NORTH 24 PARGANAS,WEST BENGAL,743245
Email : smsf.headoffice@gmail.com ,Contact no – 03215-250055
EMPLOYMENT APPLICATION FORM
The information you supply on this form will be treated in confidence.

Please fill this form in block letters (handwritten).

Please be aware that forms with missing information WILL NOT be considered.

Date: _________________ 



     Position applied for: _________________________

Thank you for your interest in exploring opportunities with SOUJONYO MICRO SERVICES FEDERATION (CIN–U85300WB2019NPL235446). This form is intended to record important information about you and will be helpful in understanding your candidature better.

PERSONAL DETAILS
	FULL NAME
	
	
	

	
	First Name
	Middle Name
	Last Name/Surname


	FATHER’S FULL NAME
	
	
	

	
	First Name
	Middle Name
	Last Name/Surname


Marital status:           ( Married          ( Single

Gender          ( Male          ( Female
Date of birth (dd/mm/yy): ………………………….

Place of birth: …………………………...
Blood group: .............................
CONTACT INFORMATION
Mobile: …………………..…...............…

        Home Number: …………………...…...............…
Emergency Number: …………………..…...............…

Name: …………………………………….
Email ID (personal): ...........................................................................
JOB INFORMATION
Are you currently working? (Yes / No) …………………………………………..

Current / Last drawn Compensation: …………………………………………….

Expected Compensation: …………………………………..................................

Notice Period (in days): ……………………………………..................................

DETAILS OF ADDRESS (Please provide Mobile Numbers of your family members who can verify the address)
	
	Complete Address - (Detailed)

	Permanent Address

(Specify landmark)
	

	Current Address

(Specify landmark)
	


EDUCATION (Qualifications obtained from Schools, Colleges & Universities. Please list highest qualification first)

	University / College / School
	Course / Subjects
	Aggregate % / Score

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


PROFESSIONAL, TECHNICAL OR MANAGEMENT QUALIFICATIONS (if any)
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

EXTRA-CURRICULAR ACTIVITIES (if any)
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
CURRENT/PREVIOUS EMPLOYMENT (If Applicable, Current/Most recent employer first)
	Name of Employer
	

	Address
	

	Position Held
	

	Summary of duties
	

	Reason for leaving
	

	Duration of Job
	From:
	( Current Employer / To: 


	Name of Employer
	

	Address
	

	Position Held
	

	Summary of duties
	

	Reason for leaving
	

	Duration of Job
	From:
	To:


I certify that the information given in support of my Employment Application/Detail Form is true to the best of my knowledge. If the information given above is found to be false, I am liable to be terminated from service of the Company, without any notice or compensation and/or my offer of appointment may be withdrawn without any liability to SOUJONYO MICRO SERVICES FEDERATION .
Date: _________________ 



 Candidate Signature: _________________________
	Document check list to be submitted for Background Check

	#
	All documents listed below are MANDATORY
	Yes
	No

	a.
	Updated Resume Copy
	
	

	b.
	Employment Application Form - All pages completed
	
	

	c.
	One (1) passport size color photograph
	
	


	#
	Documents required for Identity verification (Any one (1) of the following documents)
	Yes
	No

	a.
	Passport (First two, last two & all stamped pages)
	
	

	b.
	PAN Card
	
	

	c.
	Driver’s License
	
	

	d.
	Aadhaar Card
	
	

	e.
	Election ID
	
	


	#
	Documents required for Education verification (All documents listed below)
	Yes
	No

	a.
	Master’s degree or Provisional Master’s Degree Certificate (where applicable)
	
	

	b.
	Master’s degree marks sheets / transcripts for all years (where applicable)
	
	

	c.
	Bachelor’s degree or Provisional Bachelor’s Degree Certificate
	
	

	d.
	Bachelor’s degree marks sheets / transcripts for all years
	
	

	e.
	12th Standard mark sheet / transcript
	
	

	f.
	10th Standard mark sheet / transcript
	
	


	#
	Documents required for Employment verification
	Yes
	No

	a.
	Relieving and Experience letter (all previous employers)
	
	

	b.
	Acceptance of Resignation letter or email (from current employer)
	
	

	c.
	Any one (1) of the following:


( Current employer issued Offer Letter


( Last increment letter
	
	


IMPORTANT GUIDELINES

1. Candidate must carry / bring ‘Original Copy’ of the above documents on day of Joining.

2. All photocopies (where applicable) must be on A4 size paper

3. Above documents if sending scanned copies to be saved as PDF files and sent.

4. Scanned documents must be clear, not speckled and contents need to be 100% legible.
I hereby confirm having submitted the above listed documents.
Name: _______________________________

Signature: _______________________________

Date: _____________________[image: image1.png]
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