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Name (gﬂlfh)r\ \g\/\ji—ﬂ— .
Taborca 1D 4 20‘/] 3

Date of Hire: H i 0\ v H

Date of Re-Act: __~_ /- /

New employee setup

o E—_\i_érify‘ ' Added to Orientation Time Sheet
o Hire Right EE § Attended New Hire Orfentation
o Hire Right Internal {(upload any list A docs) ‘Baickground Check {Asurint)

o . Direct Deposit (SCan to Payrolf) and/or ‘New Hire List (All fields)

Check Taborca Profile (A[[ fields)
Upload Resume and Sk[!!s Tasts (one doc)
Upldad Food Handler's Card

Global Cash Card comp[e’ce the form &
have EE sign .
.o Natlce to’ Emp[oyee Completed

oooqooo

Re Act emplovae set up [See Re, Act Process for fnore de-taﬂ}

File and 19 pu!led {new one created/done in Hire Right if otd ones are gone)
Re Act onboarding if !nmai[y hired before 1/1/16
Check W4
Check all demographlc mfo and. a\falfabihty .
Check for skills tests app, FHC, and resume (get new app, new’ resume if hired more than 1 year
ago) :
Comple’ce Not:ce to Emp!oyee wnth updated pay If necessary
‘Verlfy pay optlon and take steps to Re Act any old pay options still current
Run new BGC if more than 1 year since iast shift worked _
" New orientation/place on time sheet if it's been overa year since fast Shlft
: New Hire List {all fields)
Delete employee from the lNA/T ER sprea dsheet if they areanit

"0 0 © 0 O

© 0o 0.0 0.0







Sarah Swift

Cupertino, CA 95015-2186
(408) 505-3143
sarah_swift90@yahoo.com

| am a Baker/Cake Decorator going on 3 years now. | attended culinary school in 2014 at The
International Culinary Center in Campbel], Ca and graduated with a Certification in Pastry Arts. | have a strong
background in cake decorating but [ also carry the knowledge and skills for pastry as well. | love to be creative
and take pride in all the things | create. | consider myself to be a fast learner and always anticipate a
challenge. My current career goal is to pursue a long term position that | feel wil give me room to grow and
further my experiences in the pastry industry for future endeavors.

Experience

September 2016 - PRESENT
Frost Cupcake Factory, Campbell, Ca - Baker/Cake Decorator

® Responsible for daily baking including cupcakes, cakes, and cookies.

® Preparing frostings for daily use such as buttercreams, swiss meringue buttercreams, and cream
cheese frosting.

® Frosting and decorating cakes with buttercream and fondant skills.

® Managed time efficiently to complete scheduled tasks for each day.

® Maintain cleanliness in the BOH by sanitizing all counters and mixers, sweeping and mopping floor,
taking out trash, and making sure all dishes were washed and sanitized and put away after each shift.

=TT

November 2014 - July 2016
Whole Foods Market, San Jose, Ca - Cake Decorator

Decorated cakes, cupcakes, tarts, and small desserts for FOH case.

Fulfilling customer orders in a timely fashion from start to finish.

Was introduced to natural ingredients and vegan cakes and frostings.

When needed | managed the counter, took orders and assembled customer requests.

Trained incoming employees on duties and expectations of the workplace.

Maintained a clean kitchen by sanitizing all counters and mixers, sweeping and mopping floor,
cleaning out drains periodically, and taking out trash. '

September 2013 - November 2013
Spirit Halloween Store. San Jose, Ca - Assistant Manager

® Responsible for opening/closing store, handled customer service issues, and oversaw cash control.

® Responsible for overall supervision of 10+ associates.

@ Assisted in setting up store with sorting of costumes and accessories, setting up displays, and cleaning
floors.

@® Overlooked and corrected products to where they were tagged and well displayed accordingly.
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July 2008 - August 2013
Diddams Party Store, Cupertino, Ca - Key Holder

Responsible for opening/closing store, handled customer service issues, and oversaw cash control.

Responsible for overall supervision and training of 10+ associates.
Educated customers on products and weekly sales.

Stocked merchandise and tracked inventory.

Designed in store displays to effectively showcase various merchandise.

Education

August 2005 - July 2009
Cupertino High School, Cupertino, Ca - IHigh School Diploma

July 2014 - April 2015
The International Culinary Center, Camphell, Ca - Classic Pastry Arts Diploma

Key Skills

The ability to read and follow recipes

Able to remain standing and moving for the entirety of a shift

Experience in using kitchen eguipment such as industrial mixers and ovens

Ability to lift, stack and move large objects around

Works well as a team player or individually

Detailed oriented and and organized

Familiar with vegan ingredients and recipes

Knowledge of different doughs such as pastries, danishes, croissants, and other viennoiserie items
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To Whom It May Concern:

| have been working in the baking and cake decorating business for about 3 years and am looking to broaden
my experiences. Specifically, | am specifically looking to further expand my knowledge of pastry. Your job
posting is of particular interest to me because 1 feel | am fit for the criteria and can bring a positive and
creative aspect to your company. Therefore, | believe | am a competitive applicant for the Assistant Pastry
Chef position. ' :

t pursued a certificate in the pastry arts at the International Culinary Center. | studied several areas of
pastry, for example bread, cakes, sugar, chocolate, pate a choux, etc. While | enjoyed all areas, | found my
strengths in pastry, cakes, and bread. Culinary school prepared me for working in a fast-paced, collaborative
environment through exercises as a group and in teams. | learned the importance of communication and
delegation when working in a kitchen. | believe culinary school has prepared me to work in professional
pastry kitchen,

During culinary school,  began working at Whole Foods as a cake decorator. Whole Foods appealed to me
because of their choices in high quality, natural, and organic ingredients. There | learned numerous
techniques in cake decorating from mentors. | learned to hone my skills in cake decorating and manage my
time efficiently in a busy environment. :

Looking to expand on my experiences with cake decorating, | began working at Frost cupcake Factory. For
the past year, as a baker and decorator, I've made and decorated cupcakes and cakes from scratch. | have
learned more about fondant and the techniques used to decorate with fondant.

During this time, | have also been honored to make cakes, cupcakes, cake pops, and more for friends, family,
and customers for special occasions. | recently challenged myself and made my first four tiered cake, 50 cake
pops, and much more for a friend’s fiftieth birthday celebration for 100+ guests.

Through all these experiences, | have learned that | love to bake. From working for a large corporation to
small business, | have learned to manage my time efficiently, work in a team, and make the customer happy. |
am looking for a long-term position where | can expand on my experierces and gain new skills. Therefore, |
believe | would make an excellent addition to your company.

| look forward to hearing from you,
Sarah Swift







NOTICE TO EMPLOYEE
Labor Code section 2810.5

Employee Name:
Start Date:

Legal Name of Hiring Employer: S-E Scher
~Is hiring employer a staffing agency/business (e.g., Temporary Services Agency; Employee Leasing
Company; or Professional Employer Orgamzanon [PEO])? aYes o No

Other Names Hiring Employer is "doing business as" " (if apphcable).
Acrobat Outsourcing

Physical Addréss of Hiring Employer's Main Office:
665 Third St. Suite 415, San Francisco, CA. 94107

Hiring Employer's Mailing Address (if different than above):

Hiring Employer's Telephone Number: 415-431-8826 _

If the hlrmg employer is a staffing agency/business (above box checked "Yes"), the following is the other entity
for whom this employee will perform work:

Name:

Physical Address of Main Office:

Mailing Address:

- Telephone Number:

Rate(s) of Pay: _Overtime Rate(s) of Pay:

Rate by (check box): oHour oShift oDay oWeek oSalary wPiecerate O Commission
o Other (provide spemﬂcs)

Does a written agreement exist providing the rate( yofpay? (checkbox) oYes o No
If yes, are all rate(s) of pay and bases thereof contained in that written agreement? - oYes o No
Allowances, if any, claimed as part of minimum wage (including meal or lodging allowances):

{If the employee has signed the acknowledgment of receipt below, it does not constitute a “veluntary written
agreement” as required under the law between the employer and employee in order to credit any meals or lodging
against the minimum wage. Any such voluntary written agreement must be evidenced by a separate document.)

Regular Payday: FRI DAY

DLSE-NTE (rev 5/2014)




Insurance Carrier’s Name: Integro USA inc. dba Integro insurance Brokers

Address: 1 State Street Plaza, 9% floor, New York, NY. 10004

Telephone Number; 212-295-5440
Policy No,: DC4042609 AOS

o Self-Insured (Labor Code 3700) and Certificate Number for Consent to Self-Insure:

law which provides that an employee: :
a. May accrue paid sick leave and may request and use up to 3 daysor 24 hours of accrued paid sick Ieave per
year;
b, May not be terminated or retaliated against for using or requesting the use of accrued paid sick leave; and
c. Has the right to file a complaint against an employer who retaliates or dlscrlmmates against an employee for
1. requesting or using accrued sick days; _
2. attempting to exercise the right to use accrued paid sick days;
3. filing a complaint or alleging a violation of Article 1.5 section 245 et seq. of the California Labor Code;
4. cooperating in an investigation or prosecution of an alleged violation of this Article or opposing any policy
or practice or act that is prohibited by Article 1.5 section 245 et seq. of the California Labor Code.
The following applies to the employee identified on this notice: (Check one box)
o 1. Accrues paid sick leave only pursuant to the minimum requirements stated in Labor Code §245 et seq. with no
. other employer policy providing additional or different terms for accrual and use of paid sick leave.
0 2, Accrues paid sick leave pursuant to the employer’s policy which satisfies or exceeds the accrual carryover and use
reqwrements of Labor Code §246.
O 3. Employer provides no less than 24 hours (or 3 days) of paid sick leave at the beginning of each 12-month period.

o 4. The employee is exempt from pald sick leave protection by Labor Code §245.5, (State exemption and specific
subsection for exemption}):

(PRINT NAME of Employer representative) QéPRINT AIVI% of Employee)

(SIGNATURE of Employer Representative) c”(SIGNAT%?_E}« Employee)
| ‘ o A0 [ 20
{Date) o ‘ (Date)

The employee’s signature on this notice merely constitutes acknoWledgement of receipt,

Labor Code section 2810.5(b) requires that the employer notify you in writing of any changes to the information
set forth in this Notice within seven calendar days after the time of the changes, unless one of the following
applies: (a) All changes are reflected on a timely wage statement furnished in accordance with Labor Code

section 226; (b) Notice of all changes is provided in another writing required by law within seven days of the
changes.

Unless exempt the employee 1dent1ﬁed on fhlS notice is entitled to minimmm reqmrements for paid sick leave under state

DLSE-NTE (rev 9/2014)




Acrobat

putsourcing
Yewr Hospltaliny Statfing Profassionats

Employment Application

Acrobat Outsourcing is an equal opportunity employer dedicated to non-discrimination in all employment practices. Acrobat
Outsourcing selects the best qualified individual for the job based on job-related qualifications regardless of race, age (40+),
color, religion, gender, national origin, ancestry, marital status, sexual orientation, disability or any other status protected by
applicable law.

Full Name gw QNIFJC Date \D‘ 50, H’

Home Telephone ( Other Telephone @B) 66‘5 5\45
Present Address [P0 E?OX 2B W Defhm):(‘ﬁ' Gl'abi’-f

Permanent Address, if different from present address

Email Address QOU(‘(Uh SN?HQD@UMDB Comn

Position applying for: WS‘rr\)\ (‘/hP‘F | | o Sala esir \S.DD +

Are you currently registered with any staﬁ" ing andfor employment agencies? If so, please Ilst

Are you applying for: Full-time work? Yes%lo Part-time work? Yes____ No!

Temporary work, e.g., summer or holiday work? Yes___ No_V~ From: To:

How did you find out about our open position? (Please check fili in'proper name of source);

Referral [[] Name of Referral Newspaper [] Job Fair [] Agency [ Company Website []

Other Web Posting [[]  Other Source [] /
Could you work overtime, if necessary? Yes v No__ If hired, on what date could you start working? ‘AS ﬁ P

Please keep in miind that schedules and shifts may vary depending on position and season. Additionally, the hoﬁrs may vary from
week to week, depending on the company needs. Please list only the times/days you're available to work below.

SPECIFY HOURS SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
AVAILABLE ’ :
DAILY

AM LAV A kv | Ay _-va\‘ A ANU
P b (R L Ao T A L A A | Aay

Do you have any vacations]or extended leaves planned in the next 12 months? W so, please list ddtes: J J

Have you ever applied fo or worked for Acrobat Outsourcing before? Yes_ No V' If yes, when?

Do you have friends or relatives working for Acrobat Outsourcing? Yes_ No_V \/ If yes, please state name and relationship

Yes_‘&\lo___

If hired, can you present evidence of your legal right to live and wark in this country? Yes_\/No_

If hired, would you have a reliéble means of transportation to and frdm work?

State age if you are under 18 . If you are under 18, hire is subject to verification that you are of minimum legal age to work.

Are you able to perform the essential functions of the job for which you are applying? Yes'_\/N’o_




i no, describe the functions that cannot be performed. (Note: We comply with the ADA and consider reasonable accommodation
measures that may be necessary for eligible applicants/employees to perform essential functions.)

Acrobat

sutsourcing

Your Hospltailty Stating Professlonals

NAME OF SCHOOL

CITY & STATE

GRADE OR DEGREE
COMPLETED

DID YOU GRADUATE?

(uperfing g Sthoo|

Cuperhno, CA

|2+

LCC (i LUhﬂMA smnuﬂ

(moha\l CA

UeS
Ues

Bo you have any special Ilcenses certificates or specual training? I

pastan ArtS
)

. 80 please list under “Special’. NO
Are you computer literate? If so, list software knowledge under “ S NO
Special.”

Are you proficient with Point of Sales Systems? If, so please list ’(ES__ I NO
which ones under “Special.”
Do you have any other experience, training, qualifications or special YES

skills, which you feel make you especially suited for work at Acrobat
Outsourcing? If so, please list under "Special.”

Special:
<

List below all present and past employment starting with your most recent employer {last 10 years is sufficient). Account for unemployment periods of three
manths of more.

Are you currently empfoyed? Yes_

No___ if so, may we contact your current employer? Yes Y~ '/No

Name and Address of Employer FVDQ'\' QUDC(U(’Q J;OUYDM

Type of Business M_

Dates of Employment: From SEP ’leﬁ To ‘Mg f[j’ Weekly Pay: Startin
Reason for Leaving: Sh\ C UTYEI’) 1' QWI leu eX

Telephone No. (ﬂ'_B Blﬂ(ﬁ) qglo(ﬂ SuperwsorsLIj\lame U eﬂ"ﬁ :

@ ndin O
d.. == EdgﬂlgD

Name and Address of Employer \N\ﬂ\\\{ h‘ﬁd\g M(,U( \(/9{'

Type of Business Q\’MA__\U{G

Your Position and Dutles

LUPCOLes, ok, aww\ oﬁm Smm\ dmcem G (Aky (o amlow\mg

Telephone No. (ﬂa 2531 H IQ Superwsors Name \2291

Dates of Employment; From

To Weekly Pay: Starting

Reason for Leaving:

Ending

Name and Address of Employer

Type of Business

Telephona No. {

Supervisor's Name

T T T




Acrobat

outseurcing
Your Hosphatity Statfing Professionats

Employment Application

Acrobat Outsourcing is an equal opportunity employer dedicated to non-discrimination in ail employment practices. Acrobat
Outsourcing selects the best qualified individual for the job based on job-related qualifications regardless of race, age (40+),
color, religion, gender, naticnal origin, ancestry, marital status, sexual orientation, disability or any other status protected by
applicable law.

Full Name SW gV\“FJC Date: \DI 501 r:l—
Home Telephone ( ) Other Telephone (4’08) 5(')5 - 5\4’5
Present Address _P0) BOX_Z iR 4] pelfﬁm),, (‘A— Q5M’+ '

Permanent Address, if different from present address:

Email Address QGU(‘M . SNV{‘*’QD@L}MDB oW

i s o

Position applying fo: | mgm /hf Salary desired: C‘R ‘5 . DD Jr_

Are you currently registered with any staffing and/or em ployment agencies? If so, please list

-~
Are you applying for: Full-time work? Yes,mlo Part-time work? Yes___ No!
' Temporary work, &.g., surmmer or holiday work? Yes__ No ¥ From: To:

How did you find out about our open position? (Please check fill in proper name of source):

Referral [ ] MName of Referral Newspaper [] Job Fair [] Agency [] Company Website []
Other Web Posting ] Other Source []

Could you work overtime, if necessary? Yes __}_4_ If hired, on what date could you start working? ‘ASA‘ P

Please keep in mind that schedules and shifts may vary depending on position and season. Additionally, the hours may vary from
week to week, depending on the company needs. Please list only the times/days you're available to work below.

SPECIFY HOURS SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY ~ RiDAY SATURDAY
AVAILABLE :
DAILY

A Thv A | kay [ Angy Ay Anu ANy
M| Ry hov | A | Ao | Ay )

Do you have any vacationsjor extended leaves planned in the néxt 12 months? H so, please fist dates:

Have you ever applied to or worked for Acrobat Outsourcing before? Yes  No V. If yes, when?

Do you have friends or relatives working for Acrobat QOuisourcing? Yes_No_\/ if yes, please state name and relationship
If hired, would you have a reliéble means of transportation to and from work? Yesg\lo___

If hired, can you present evidence of your tegal right to live and work in this country? Yes_\/No_

State age if you are under 18 - If you are under 18, hire is subject to verification that you are of minimum legal age to work.

Are you able to perform the essential functions of the job for which you are applying? Yes'_\/No_

T




If no, describe the functions that cannot be performed. (Note: We comply with the ADA and consider reasonable accommaodation
measures that may be necessary for eligible applicants/employees to perform essential functions.)

Acrobat

putsourcing

Your Hosplality Statting Professionats

NAME OF SCHOOL

CITY & STATE

GRADE OR DEGREE
COMPLETED

DID YOU GRADUATE?

(uperting o Sthoo)

Coperhnp, (4

WAL

LCC (Lolinamy s

tmo\o(’,llf CA

e

Do you have any specual ||censes certificates or specnal training? If

pastng RS

(5

50 please list under “Special”. NQ
Are you computer literate? If so, list software knowledge under “ S NO
Special.”

Are you proficient with Point of Sales Systems? If, so please list YES NO
which ones under “Special.”

Do you have any other experience, training, qualifications or special YES

skills, which you feel make you especially suited for work at Acrobat
Outsourcing? If so, please list under "Special.”

@

Special:

List below all present and past employment starting with your most recent employer (last 10 years is sufficient). Account for unermployment petiods of three
months or more. '
Are you currently employed? Yes_*_

No____ i so, may we contact your current employer? Yes‘_/No

Name and Address of Employer FVD(-;'% QODCQ}(’Q j;:OUfDM

Type of Business M_
f

Dates of Employment: From &fP ’L\)W To ‘)ES ﬂj‘ Weekly Pay: Startin

Telephone No. (

) Ebla ]Q - q@(t)[&’ Supemsorsbl\lame \V eﬂ"ﬁ .

' gL 0D
gg%Ed S O

Reason for Leaving: Sh\\ C Ufh?ﬂ + Qh’l Plbu} er

Name and Address of Employer WV\B ‘{ {:Md& M(Ur k/@’(’

Type of Business %!D(Q |A Ski)\re
Your Posmon and Duties C0~P€ dELDWL ( ¢

Telephone No. @d Zl)i “ lQ SuperwsorsName \’ZZL\

Dates of Employment: From

To Weekly Pay: Starting

Reason for Leaving:

Ending

Name and Address of Employer

Type of Business

Telephone No. (

Supervisor's Name




| Acrobat

outsourcing
Yonar Hospltatly Statling Professionals

Your Position and Duties

Dates of Employment: From To Weekly Pay: Starting Ending

Reaéon for Leaving:

Name and Address of Employer

T ypé of Business Telephone No, ) Supervisor's Name

Your Position and Duties

Dates of Employment: From To Weekiy Pay: Starting Ending

Reason for Leaving:

Have you ever been fired from any previous place of employment? If so, please explain:

Have you obtained any special skills or abilities as the result of service in the military? Yes_  No

If so, describe:

List below three persons not related to you who have knowledge of your work performénce within the last three years.

Name: (lhﬁ\(laa "Bl)dﬂbl)S |/\ Telephone No. ( _‘tQ‘b) 4‘86 ‘"24’25

Address

Occupation: CO[Y’Q dQM{—DV Relationship: \!AS' H ﬂm ﬂk m Number of Years Acquainted: 2—
Name: \\“PH”& Telephone No. (_Aﬁ)ﬁ) ANt '0-‘"3)8_

Address

OcCupation: %O\X—W Refationship:@ QU! [Qni Number of Years Acquainted: !‘1“
Name: _[ZUb&Y\ MMADL\ Telephone No. (f[{lg) 83%"' 004,

Address

Occupation: ‘P(Sjllk_(mﬂ T Mf),hﬂ%@( Relationship: m& { 06X ¥t Number of Years Acquainted: 9; :




Acrobat |

outsourcing
Your Hospitaliy Staffing Professionals

Please Read Carefully, Initial Each Paragraph and Sign Below

| hereby certify that | have not knowingly withheld any information that might adversely affect my chances for
employment and that the answers given by me are true and correct to the best of my knowledge. | further certify
that |, the undersigned applicant, have personally completed this application, | understand that any omissicn or
misstatement of material facts on this application or on any document used to secure employment shall be grounds
for rejection of this application or for immediate discharge if | am employed, regardless of the time elapsed before
discovery.

| hereby authorize Acrobat Outsourcing to thoroughly investigate my references, work record, education and other
matters related to my suitability for employment and, further, authorize the references | have listed fo disclose to the
company any and all letters, reports and other information related to my work records, without giving me prior notice
of such disclosure. In addition, | hereby release the company, my former employers and all other persons,
corporations, partnerships and associations from any and all claims, demands or liabilities arising out of or in any
way related to'such investigation or disclosure.

| hereby authorize Acrobat Outsourcing and its authorized representatives to solicit information regarding my
background, which may include but nct be limited to, information about my employment, education, and/or criminal
history, which may be in the files of any federal, state, or local criminal justice and law enforcement agency and
general public records history.

I understand that if selected for hire, it will be necessary for me to provide satisfactory evidence of my identity and
legal authority o work in the United States, and that federal immigration laws require me to complete an 1-9 form in
this regard within three days of my hire date.

Acrobat Qutsourcing is an at-will employer. | understand that nothing contained in the application, or conveyed
during any interview, which may be granted or during my employment, if hired, is intended to create an employment
contract between me and the company. In addition, } understand and agree that if [ am employed, my employment
is for no definite or determinable period and may be terminated at any time, with or without prior notice, with or
without cause, at the option of either myself or the company, and that no promises or representations contrary to
the foregoing are binding on the company unless made in writing and signed by me and the company's designated
representative. ' '

| hereby acknowledge that | have read and understand the above statements.

Applicant’s Signature Date

Ly

T T T




Interview Note Sheet

Name: Interviewer:
Date: ‘ "+ |Rate of Pay:
Position {s) Applied for: _ Referred by:

Sarvar : /35 : %|Bartender ' _ /35] . % .

: — Full-Time
Prep Cook [15 %|Barista /15 %
Grill Cook 9 i
Gr fa0 %|Cashiar : /15 %] Part-Time
Dishwasher /10 %|Housekeeping /16 %

Mok \ Does glot Totalof _________ in Food Service/Hospitality

M‘p\_ﬂ/ oL Orburc
! Lor Hrern : o
Plulpa ™ l Muwa Doc mgre hen X160
Brws | et e
Vlodeer Cake decoatne
. @\U;W/i C?’L,LL d Oe UU\'_L HWK
A Ve o los W[ G Crpnsm ¢ Lkl

SF City SF North SF Peninsula - East Bay

San Jose South San Jose SJ Peninsula

/" LEAD  Other

pen 7 ‘ ‘ AM only PIVI'onIy Weekdays only Weekends only

Chef Coat Chef Pants Knives Black Pafits Non-Slip Shoes Bow Tie Other:

Bistro Black Bistro Tuxedo 1 jﬂtuxedm_lgfgest Long Black Tie

Would you recommend this applicant for Acrobat Cohyentien Candidate? Other Languages Spoken:
Academy? )

Revised 06/04/2013







