Completing A Job Application

When you apply for a job, you will usually be asked to complete an application for employment, even if you have already submitted a resume and cover letter. That way, the employer has a record of your personal and employment history, verified and signed by the applicant.  

It's important for your job applications to be complete, correct (no typographical or other errors) and accurate. 

Your assignment is to complete the enclosed job application. Pay particular attention to the section that asks you to explain your skills and experience.  This is your opportunity to tell the employer what sets you apart from other candidates.  This information can be similar to what you would tell the employer in a cover letter to help you get the initial job interview.

Before you get started, review the information you will need to complete an application for employment.  We have also provided suggestions for completing the applications to help you make the best impression you can.

Personal Information:
· Name 

· Address 

· City, State, Zip Code 

· Phone Number 

· Social Security Number 

· Eligibility to Work in US 

· Felony convictions 

· If under age, working paper certificate

Education:
· Schools/Colleges Attended 

· Major 

· Degree/Diploma 

· Graduation Dates(s)

Position Applied For Information:

· Title of the job you are applying for 

· Hours/days available to work 

· When you can start work

Employment Information:
· Names, addresses, phone numbers of previous employers 

· Supervisor's name 

· Dates of employment 

· Salary 

· Reason for Leaving

References 

· List of three references - names, job title or relationship, addresses, phone numbers

Resume 










