Application Do’s and Don’ts

Unit 6 Employment Skills


Application Do’s
Remember To:

Read the application through before beginning

Have a resume with you so you will have all the information asked on an application.  You will need reference and former employer names, dates, addresses, phone numbers e-mail addresses, etc.

Follow directions thoroughly

Use black or blue ink to complete the form

Complete the application form filling in every blank

If there is not an answer put “N/A” which means “Not Applicable”

Be neat and spell correctly

Answer all questions truthfully and honestly even if you think it will hurt you.  If you were fired from a job you can explain

Check your work when you are finished

Sign and Date the application form

Application Don’ts
Completing an application form completely and accurately is extremely important while applying for a job.  Listed below are some things that should not be included in your application for employment.

1. When asked for your social security number you should not put “666”

2. When asked for your address you should not put

“Highway 89 overpass” 

3. When asked for your previous employer you should not put “Your parole officer”

4. When asked for your nearest relative you should not put

“Bevis”

5. When asked for the position desired you should not put

“Sitting”

6. When asked the reason for leaving your last job you should not put

“It conflicted with my favorite program on MTV”

7. When asked if you were ever convicted of a felony you should not put

“I didn’t do it and you can’t prove it”

8. When asked if you are a resident or a legal alien you should not put

“I am waiting for my paperwork from the mother ship”

9. When asked for the date available to start you should not put  “Okay, but I never kiss on the first date”

10. When asked for salary desired you should not put

“I don’t like salary unless it has peanut butter on it”

