WHAT AN EMPLOYER CAN TELL ABOUT YOU


FROM YOUR APPLICATION





If you are a job hunter, you will probably have to fill out application forms.  You should know that employers do read the forms and that the way you prepare the application can make a big difference in getting an interview and being hired for the job.





From the application alone the interviewer can determine:





 YOUR WORK HABITS:  If your application is sloppy and incomplete, then your work habits must be sloppy and incomplete.  Conversely, a neat application shows you are one who cares about his or her work.  A completed form indicates efficiency.





 HOW WELL YOU FOLLOW INSTRUCTIONS:  If you don’t follow instructions in filling out your application, it is unlikely that you will follow instructions in the pursuit of your job duties.  To the interviewer this indicates carelessness, inattention to your duty, poor attitude, and insubordination.





 YOUR CHARACTER:  From the personal information that you give on the application, a fairly accurate analysis of character can be made.  Your personality can be presumed and your ability to function in their environment can usually be predicted.





 PERSONAL ACHIEVEMENTS:  From the level of education you have attained, the interviewer can determine in large measure what contributions, ambitions, motivations, determination, and loyalty you have toward the job.  Especially if this is coupled with experience.





 JOB PERFORMANCE:  From your previous work history, ability to function on the job can be determined.  Too many job changes without sufficient reason may indicate instability.  The reason for leaving previous employment can determine your loyalty, ability to relate to supervisors, and fellow workers, as well as your attitudes toward the job and the company.





 POTENTIAL:  Your salary schedule from previous employment indicates how well you function in your job capacity.  An increase in wages from start to finish indicates your ability to learn and progress to newer responsibilities.  It indicates patience, perseverance, and the ability to “forge ahead.”
































JOB APPLICATION FORM GUIDELINES





Here are some guidelines for filling out application forms.  Remember these as if your job depended on them . . . . BECAUSE IT DOES!!!





BE PREPARED:  Use a sample job application form to practice on.  Make sure you know the correct names, addresses, dates, phone numbers and other information you will need.  Carry the completed sample job application with you in case you must fill out an application form on the spot.





ASK IF YOU MAY TAKE THE BLANK APPLICATION HOME:  Filling out the form at home can make it easier to take your time and do a good job.  If possible, ask for an extra form, just in case.





READ THE FORM:  Before you start writing, read the entire job application form, look for instructions that say “use pen only” or that tell you to list information in a certain order.





BE NEAT:  Use a pen (blue or black) or if you take the form home, you might want to fill it out with a typewriter.





ANSWER ALL QUESTIONS COMPLETELY AND CORRECTLY: Know the proper dates and addresses and how to spell names and places.  Don’t make up answers.  Be certain to fill in all blanks.  If an item does not apply, write N/A (not applicable) in the blank.  This tells the interview you did not overlook the item.  (Note:  If an entire section doesn’t apply (college, military) you only have to put N/A once.)





BE POSITIVE:  List what you have been doing and do it in positive terms.





BE CLEAR:  Know the position title you are applying for and the right salary range.  You may have to do some research to find this information.  Also, most application forms ask when you will be available to start work.  Be prepared to answer this question.





ALERT REFERENCES BEFOREHAND:  List people whom you have checked with and who have agreed to give a reference.  There are three kinds of references:  


1) Character (this might be a friend or a minister), 2) Educational (teacher, counselor, principal), and 3) Employer (this can be someone you’ve worked for or someone who knows your performance).  Relatives are not considered valid references.





ASK FOR EXPLANATIONS:  If you do not understand an item, do not ask for an explanation right away.  Accumulate all items you don’t know and ask for clarification at one time.





RE-READ THE APPLICATION FORM WHEN YOU FINISH:  Make sure you correct any errors or omissions.  Check your spelling.  Then, turn it in or get it in the mail.  If you are mailing the form, it is a good idea to make a copy for yourself and to note the date you sent the application.  Also, when mailing an application, be sure to send an accompanying letter re-stating your interest in the position.


