Application Packet Letter


PRINT ON UWEX LETTERHEAD
Date

Name

Address

City, State, Zip
Dear  Name :

Thank you for your interest in the Nutrition Educator position with University of Wisconsin-Extension, Cooperative Extension, Name  County.  We are pleased to provide you with the enclosed application materials.

To apply for this position, you’ll need to do the following:

1. Complete the application form. If you’d like to attach a resume, you may.  However, we do require a completed application.  Make sure that you include the names, phone numbers, and addresses of 3 people you would like to use as references.

2. Complete the Application Survey Form. The Survey Form collects data that helps UW-Extension strengthen its recruiting efforts. Please return the form even if you choose to leave some questions unanswered.

3. Enclose evidence of your completion of High School or GED.  If you have completed any coursework or degrees beyond High School, enclose a copy of your transcripts.

4. If you would like to keep your application confidential, fill out and sign the statement regarding confidentiality.  If asked, UW-Extension is required under Wisconsin statutes to provide a list of all nominees and applicants who have not requested in writing that their identities remain confidential. The identities of all finalists must be released upon request.

5. Mail your application, the Application Survey Form, transcripts and confidentiality statement to name of coordinator and address.
Application documents can made available in alternative formats by contacting name at phone number, e-mail or phone #TTY.   

NOTE:  IF YOUR OFFICE DOES NOT HAVE TTY CAPABILITY, INCLUDE THE FOLLOWING STATEMENT IN ADDITION TO THE ABOVE:  If you use a TTY, please contact Wisconsin TRS at 1-800-947-3529 and ask them to place a call to name and phone number.

A criminal records review will be conducted prior to employment. In compliance with the Wisconsin Fair Employment Act, convictions and pending charges will be considered only as they relate to this position. 

UW-Extension is an equal opportunity/affirmative action employer. We promote excellence through diversity and encourage all qualified individuals to apply.
Thanks again for applying for this position.  We will keep you informed regarding the status of your application.  If you have any questions, please don’t hesitate to call. 

Sincerely,

Your Name

Your Title
Enclosures:  Application form, Confidentiality form

