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HOUSTON COMMUNITY COLLEGE




      College Office Professionals Program

  Enrollment Form


	INSTRUCTIONS:  This form is enterable.  Please enter requested information in the shaded boxes.

Then print, sign and date the form, and submit it to your supervisor for his/her signature.

Mail the completed form to Human Resources ELOD, MAIL CODE 1175, or FAX to 713-718-8621.

	

	Name        
	Title   
	Department   

	Location   
	Mail Code   
	Email        

	Office Phone   
	Cell Phone (optional)   
	FAX Number   

	Years with HCC    FORMDROPDOWN 

	Years in Current Position     FORMDROPDOWN 

	Last 4 of SSN        

	

	Immediate Supervisor’s Name   
	Immediate Supervisor’s Title        

	Immediate Supervisor’s Phone        
	Immediate Supervisor’s Email        

	

	Next Level Higher Supervisor’s Name        
	Next Level Higher Supervisor’s Secretary        

	Next Level Higher Secretary’s Phone        
	Next Level Higher Secretary’s Email         

	

	Please list non-HCC work experience (500 characters maximum)        

	

	Please list non-HCC secretarial courses or training you have attended (450 characters maximum)        

	

	What are you hoping to achieve through participation in COPP? (450 characters maximum)        

	

	Each COPP participant is paired with a program mentor, an experienced HCC office professional who serves
as a role model, answers questions, conducts on-the-job training, and shares her/his knowledge and expertise.

	

	Do you have a preferred HCC COPP Mentor in mind?     FORMDROPDOWN 


	

	If yes, please name her/him        

	              Please note the COPP cannot guarantee this person will be your mentor.

	

	REQUIRED SIGNATURES

	

	

	                                          

	Signature of COPP Enrollee
	
	Date

	

	By signing this form, the supervisor acknowledges the staff member will be allowed to participate in the program and will be given time to attend professional development classes.  The supervisor also agrees to support a transfer of learning from the classroom to the job by encouraging the employee to use newly acquired skills and knowledge in the workplace.

	

	

	

	Signature of Immediate Supervisor
	
	Date
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