
HPTC Job Board Employer Job Form 
Please complete this job description form in its entirety. Your submission will be reviewed and posted 
for a period of 30 days unless you request a specific time period.   If you have questions please 
contact Katie Shirley at kshirley@hptc.edu.   

 

Your Name (First and Last) ____________________________________________________ 

Your Email (for questions about your job listing) ____________________________________ 

Posting start and end dates: ____________________________________________________ 

Name of Company: ___________________________________________________________  

___________________________________________________________________________  

Position to be posted: _________________________________________________________  

___________________________________________________________________________  

Primary Function: ____________________________________________________________  

__________________________________________________________________________  

Required skills: ______________________________________________________________  

___________________________________________________________________________  

Hours: _____________________________________________________________________ 

Salary range: ________________________________________________________________  

Application process / Contact Information: 

___________________________________________________________________________  

___________________________________________________________________________  

___________________________________________________________________________  

Additional notes or comments: 

___________________________________________________________________________  

___________________________________________________________________________  

___________________________________________________________________________  

After completing and saving the form, return to 

kshirley@hptc.edu or fax to 580-571-6006. 

mailto:kshirley@hptc.edu
mailto:kshirley@hptc.edu

	Your Name First and Last: Ronnie Hopkins
	Your Email for questions about your job listing: fccwoodward@gmail.com
	Posting start and end dates: May 6 - May 24, 2024
	Name of Company 1: First Christian Church(DOC) Woodward
	Name of Company 2: 
	Position to be posted 1: Secretary
	Position to be posted 2: 
	Primary Function 1: Answer phone, create newsletter, prepare correspondence
	Primary Function 2: power point for sunday worship
	Required skills 1: computer skills- MS Word, Excell, Power Point
	Required skills 2: 
	Hours: 27.5 hours/week
	Salary range: $15.00/hour
	Application process  Contact Information 1: Pick Up and return the application to the church office at
	Application process  Contact Information 2: First Christian Church(DOC) 1316 North Street, Woodward, OK 73801
	Application process  Contact Information 3: Will conduct interviews after applications are reviewed
	1: 
	2: 
	3: 


