JOB APPLICATION BASICS

Hints:

· Read application before completing anything !!

· Write in all capital letters if the application is written – Regular text if application is on-line.

· If you have nothing to put in a line – simply write “N/A”

· If you make a mistake – simply put a single line thru the error in parenthesis, and then continue, or take two applications.

· Bring a notebook or clipboard to write on to make the application look neater.

· Always use pen – never pencil

· FOLLOW ALL DIRECTIONS !!

· Avoid slang abbreviations such as “u” for “you” or “4” for “for”.

· Have at least 3 personal references, including name, address, and phone numbers before applying.

· Read the want ad carefully and try to use their own words in the application and the resume. (resume is tomorrow’s topic)

· Always dress appropriately to obtain or turn the application in.

· Prepare your portfolio for a specific job – ie – drafting job, engineering job. (portfolio not needed for Stop & Shop, Price Chopper, etc.)

· Finally – read the application question carefully twice, then begin to write the response.

