Completing a Job Application

Establish the Need: The application and/or resume gives the employer the first impression of
what an applicant might be like on a job. Neatness, handwriting, grammar, punctuation, and
spelling as well as the answers to specific questions are important.

Introduction:
“Are you prepared to answer the following questions?”

How do you assess your interest?

How do you choose where to apply for a job?

Do you qualify for the job?

Would the job pay what you need to make for a living?

Do you think you can get the job?

Can you complete an application form and write a resume that details your interests
and qualifications for a specific job? (Distribute copies of the following Job Application
form to the students.) |
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Identify the Skill Component: Write the following skill components on the board.
For the application form you need the following skill components:

Obtain application data (dates, addresses, name of former employers, etc.)

Fill out the form completely using black ink.

Check for correctness of data, neatness, handwriting, grammar, punctuation, and spelling.
Keep application data available.

For the resume, you need additional skill component as follows:

When sending a resume, always include a cover letter addressed to a specific individual,
referring to any special qualifications you have for this particular job and asking for an
interview. This is most important.

Remember: A resume is a brief description of you; its primary purpose is to sell a prospective
employer on your abilities before he/she meets you.






Previous Employment

Company: Phone: ( )
Address: Supervisor:
Job Title: Starting Salary: 3 Ending Salary:

Responsibilities:

From: To: Reason for Leaving:
YES NO
May we contact your previous supervisor for a reference? [ 1
Company: Phone:  ( )
Address: Supervisor:
Job Title: Starting Salary: $ Ending Salary:
Responsibilities:
From: To: Reason for Leaving:
YES NO
May we contact your previous supervisor for a reference? 0 O
Company: Phone: ( )
Address: Supervisor:
Job Title: Starting Salary: $ Ending Salary:
Responsibilities:
From: To: Reason for Leaving:
YES NO
May we contact your previous supervisor for a reference? O a

Branch:

From: To:

Rank at Discharge:

If other than honorable, explain:

Type of Discharge:

Disclaimer and Sighature

! certify that my answers are true and complele to the best of my knowledge.

If this application leads to employment, | understand that false or misleading information in my application or interview may result in my release.

Signature:

Date:
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Employment Application
Applicant Information

Full Name: Date:
Last First M1
Address:
Street Address Apartment/Unit f
City State ZIP Code
Phone:  ( ) E-mail Address:
Date Availablc: Social Security No.: Desired Salary: $

Position Applied for:

YES NO YES NO
Are you a citizen of the United States? O M If no, are you authorized to work in the U.S.? ] i
YES NQO
Have you ever worked for this company? O | If so, when?
YES NO
Have you ever been convicted of a felony? O A

If yes, explain:

Education

High School: Address:
YES NO
From: To: Did you graduate? O | Degree:
College: Address:
YES NO
From: To: Did you graduate? il ] Degree:
Other: Address:
YES NO
From: To: Did you graduate? O | Degree:
References
Please list three professional references.
Full Name: Relationship:
Company: Phone: ( )
Address:
Full Name: Relationship:
Company: Phone: ( )
Address:
Full Name: Relationship:
Company: Phone: ( )
Address:
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Company: Phone: ( )
Address: Supervisor:
Job Title: Starting Salary: 8 Ending Salary;
Responsibilitics:
From: To: Reason for Leaving;
YES NO
May we contact your previous supervisor for a reference? ] |
Company: Phone: ( )
Address: Supervisor;
Job Title: Starting Salary: $ Ending Salary;
Responsibilities:
From; To: Reason for Leaving:
YES NO
May we contact your previous supervisor for a reference? M O
Company: Phone: ( )
Address: Supervisor:
Job Title: Starting Salary: $ Ending Salary;
Responsibilities:
From: To: Reason for Leaving:
YES NO
May we contact your previous supervisor for a reference? [ [}

Branch:

From: To:

Rank at Discharge:

If other than honorable, explain:

Type of Discharge:

! certify that my answers are true and complete to the best of my knowledge.
If this application leads to employment, | understand that faise or misleading information in my application or interview may result in my release.

Signature:

Date:
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