Learn to Present Yourself
Well on a Job Application

TRANSITION OBJECTIVE

Students will practice completing job applications.

RELEVANCE TO SUCCESSFUL TRANSITION

Completing an application is a fraditional, but not necessarily effective, method of
conducting ajob search. It is important, however, for the applicant to know how to
use the application form to make a good impression.

INSTRUCTIONAL SEQUENCE

O STEP 1: Update Journal

My experience can look positive on paper
by...

O STEP 2: Convene Roundtable
“The hardest part of a job applicationis .

O STEP 3: Advance Organizer

“"Today you will learn and practice an
effective method for completing job
applications.”

O STEP 4: Activity - First Day

Talk with students about their experience
with job applications. Explain the limitations
of application forms, such as how they are
designed often to screen out the job seeker
or fo serve as a barrier between the job
seeker and the person who will choose the
new employee, how they often are limited
to specific information and do not provide
an opportunity to talk about strengths.
It is necessary to know how to complete
effective job applications because many
employers require them. Go over Effective
Job Applications, clarifying ferms and giving
examples. In pairs, have students decide
which three statements are most important.
Ask each pair to name the statements and
compare answers.

Tell students they will practice completing
job applications in class. Explain that their
grade depends on how well they understand
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and use the information from How to Answer
Difficult Questions. Review the information on
the handout and have students discuss and
ask questions.
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How to Answer Difficult Questions
Although tis easy 1o i on an applcation, it wil cause your
dismisal i lscovered ater. Befter fo leave a sensitive
question blank and falk about i during fhe inferview.

Education & Formal Training
List all of your fraining and education. List special classes
or programs that relate o the job for which you are applying.
List diplomas, cerfificates, licenses and degrees.

Show high grades or good affendance in fhis section,

Work Experience
Descrive your job dufies in shorf senfences. Use siafements
like: “opened and closed the store," or “made bank deposits,”
or"provided customer services for over 100 people a day.”

if you had good attendance on the job, wiite that on the application.

Some job fifles do not tell much about the job. Wiite @ few words
that describe the job after the job fifle

if you have not had much work experience, write about voluneer,
education, fraining, hobbies, neighborhood jobs, babysitting, yard work
or delivering newspapers.

Always check with previous supervisors. You need 1o find out what
they would say about you before naming them on an application.

Show what you were doing during fimes you were nof working,
Some reasons fo use are: school or fraining, raising children,
moved and looked for a new job or self-employed,

Never write “fired” on an appiication. Show your reason for leaving in
amore positive way. If possible, se reasons such as: went fo school
moved, fook another job. You may also use a statement such as “the
job did not work out the way | wanfed it fo."

O STEP 5: Activity - 2nd - 4th Days

Students may need to spend several days to
complete the sample applications. Students
will need to practice filing out paper and
online applications. Each application
represents a different type of business and
emphasizes different information. Assign
applications one at a time and go over the
organization and structure of the application
before students begin to write.

Point out any unusual areas to students
before they start. Offer exira assistance when
needed. Invite other school staff to assist in
class on the days students are working on
applications. Have students complete all
sample applications.

Check with students regarding email
addresses. Have students exchange their
email addresses with feacher and classmates.
Do daily emails to students to keep track
of who is checking and responding on a
daily basis. Work with students to develop
an electronic file to store their application
information, current resume, letters of
recommendation, etc.

O STEP 6: Evaluate Outcomes

Two important things to remember about
applications are *
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O STEP 7: Connecting Activity

Ask for and complete two applications
(paper and online) for community businesses.

Have students set up email accounts and
practice attaching documents (applications,
resumes, etc.)
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F How to Answer Difficult Questions
Page 2

Future Plans

In the comments section, write that you wouid like fo
move up in the company with fraining and hard work.

Health
Be careful fo falk about your health or physical abilty in positive ferms,

if you have a health problem (back pain, dizziness) that would affect
your job, fhis may not be the right job for you.

If you have a health problem that will nof affect your job, you can
state T have no imitation that will affect my abilty to perform the
duties of this job.”

Workers' Compensation
Employers do no ke fo hire someone who has claimed workers'
compensation insurance. This s because it s expensive and they
are afraid you wil ry fo claim i again. So do nof volunteer ths information
unless you are specifically asked. If you are, you must not lie.

References
‘Ask three adults who know and ike you if you can fist them as your
references when looking for a job.

Get the correct speling of their names and current addresses and
phone numbers.
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EMPLOYMENT APPLICATION

Employment History

1 Phone.
Address:
Dates of Employment: from. ‘o, Monthly Salary
Position: Job Duties:
Supervisor Phone:
2 y Phone.
Address:
Dates of Employment: from. ‘o, Monthly Salary
Position Job Dutis:
Supervisor: Phone:
3. Previous Employer Phone.
Address
Dates of Employment from. o Monthly Salary
Positon Job Duties:
Supervisor Phone:
References:
1. Name: Relatonship: Phone:
2 Name: Relatonship: Phone:
3 Name: Relatonship: Phone:
‘Alcahal Policy: This company probiits the we posion of distotion o purchgs o sale.
o % R R A s i bt A A
. el Spproved i Vil
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APPLICATION FOR EMPLOYMENT

GENERAL INFORMATION
Nave sst
Accress Phone.

oot Apie G Soedn
How Lon Praious How long
ar i acdress. Addres, Tl
Postion you cre: Sabryage
opolying for Do,
Doe ovaiabie D0 you hove ransporaten
forwork by vork 3 yes

o you have @ work
Uit Uyes G Twodaier Gyes Ao
fnot. e of s, o, eterenc
o reaive n

e youwing o emmcwq in rmwmnnw
raels Jyes Qno e yes et

Haveyou ever
Toyed i
oF Aye:

when Posiion neld
o e e stoft
wou Qmanogement

ing the post 7 e vor e
omies o e smmm micemeanors Ghscioe
Gnd e voonom? D yes Do i

PHYSICAL

Qe ano
1 oy such heolth probloms o physial
dects el plecss eroior

unctors o
Qyes ano
il youneeds.
EDUCATION
Datesof  Digloma/Degree Subjects  Average
school name, City and state Aftendonce _Ceiicate: Grod:
High school
College.
Graduate School
Otner
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APPLICATION Fp(?lzl EMPLOYMENT

EMPLOYMENT BACKGROUND 8 REFERENCES mostrecon' )

most oe. fyou

)Tyou were

EmEloved Lrder 6 meican & o1 name, et ania 1l name n he it hand Mg
AR WE CONTACT YOUR PRESENT EMPLOYERS - aNES MO
Nome. Adaress

Type Nome of
Phone. ofork Supervior.
Dote Dote solory Reason
Slared et orwage, foriegng.
Nome. Adcress

ype
Phone. of work Supervior.
Date Date solory Reason
Sed___ lsf__ oiwage_______forieaung
Nome. Adcress

ype Nome of
Phone. oferk Suprvior.
Date Dote solory Reason
Sered____ lsf__ oiwage_______forieaung.
U.S. MILITARY
Brénen Date Dote of Fighest
of Sanice. Enered. Dicharge Ronk Heid
Do youhove senvice related s ond exparienca I yes
Gppicotie 1o hion smploymer? e ANG  dascribe:

erofo 1 Winat are your oo

cive reserve o national  yes, gatan: and when wil
Quard unit? OYES NG Whott____ ihey bofuiteat
GENERAL
Vinal adifional exoeriences o fraiing
hoveyou had ofher hon Your work experence,
Winat ore your hoobi fhlefic atenal efc)
Plcse read carety onained i s copic e
Beer 9 2

casaios e
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CORPORATE APPLICATION

jual Opportunity Employer

Printortype

WORK EXPERIENCE
1 ewowm [BroveR
3[emovex oo
EDUCATION
scrioo Locnon oares GrapusTED _uajon
© Used by permissionof the James Stanfeld Company. Sata Brear, 4 93103 THE TRANSITIONS CURRICULUI
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GENERAL INFORMATION

ORONZARGR EAE SE TR A RNV AR YO AR S sy

CITIZENSHIP

MEDICAL HISTORY

BUSINESS REFERENCES

Nave T T rmemons
I I
I I
[ [
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KEY WORDS

effective application difficult careful

MATERIALS AND PREPARATION

B Student Handouts: Effective Job Applications, page 117; How to Answer Difficult Questions,
pages 118-119; Application Samples, pages 120-125.

B Prepare for discussion and make screen images for handouts.
B Assist students with completing sample applications.
SCANS FOUNDATION SKILLS
B Basic Academic Skills: Reading, Writing
B Thinking Skills: Creative Thinking, Problem Solving, Reasoning

B Personal Qualities: Self-Esteem, Self-Management, Integrity/Honesty
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