Filling out the Application Form

When you apply for a job, the employer will almost certainly give you an application form to fill out.  Such forms are filled out for individual jobs.  The forms ask the applicant to supply information that applies to the job in question.

Employers use application forms to find out basic information about job applicants.  They also use them to screen out applicants.  To screen out applicants means to eliminate the ones not wanted.  For example, employers often look for misspelled words on the application forms.  They might eliminate, or screen out, the applicants who made spelling errors.  They would rather hire someone who knows how to spell.  This fact is one reason it is so important to fill out application forms neatly, carefully, and correctly.

Employers will form an impression of you based on how you fill out the application form.  Here are some guidelines that will help you:

· Read the entire application first.  This includes reading the instructions.  By reading the whole application, you can judge how much space you have to write your information.
· Be neat.  The person reading the application will think of it as an example of the kind of work you will do.  If you read it first, you can plan ahead so you won’t have to erase and cross out.  This way you will avoid being messy.  It’s best to use a pen.  Blue or black ink only.  You should bring your own pen with you.  Write as clearly as you can.  If you make too many mistakes, ask for another form.
· Answer every question that applies to you.  If a question doesn’t apply to you, then write NA, which means not applicable.  Writing NA tells the employer that you didn’t forget to answer one of the questions.
· Spell all words correctly.  Misspelled words tell the employer that you are careless and sloppy or that you haven’t learned your basic writing skills.  
· Know what kind of work you want.  Do not write “Anything” when asked what kinds of work you want.  Be specific about the kind of work you would prefer.
· Double-check the completed form.  Go back over everything to make sure it’s correct and neat.  Be sure to sign the form on the line asking for your signature.
Fill out the following application forms, using the guidelines above!!!!

